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[bookmark: _Toc88480067]Introduction
The purpose of this report is to reflect four topics I learned in this module. I would like to write about my experiences and knowledge I gained during the sessions, how could they supporting me in my daily life and how can I make myself successfully at my workplace and at the university. It is very important that it showed me where and how I could improve myself to being more efficiently. I will share my opinions and feelings about my learned experiences and to make it clear and understandable myself I will be used Gibb’s reflective module to reflect on the four topics namely: Time Management, Academic Writing, Referencing and Public Speaking.
[bookmark: _Toc88480068]Description
Time Management teaches me how to use my time efficiency and never waste any minutes in my life. With this knowledge of proper management of the time I learned how I could be well organized and helped me focusing on the important things with the different techniques our Lecturer introduced on the sessions. I learned about Eisenhower method and about the 80-20 rules.
The knowledge of Academic Writing is very important and complex skill because almost every workplace requiring it. I learned a lot about the structures of the sentences and how to write down them correctly. In the English language there are regulars need to follow to build up grammatically corrected sentences.
It is necessary to referencing everything I used it up into my works like to be completing reports and essays. With referencing I showing to the reader that I used other people’s idea and I built it into my work, and it is giving an information about the original source where I have found it. I learned about Harvard referencing and I used this technique in this report.
Public speaking gave me the knowledge how should I talk face-to-face to more people and about the body languages and gestures how to use them properly when I am processing my presentations on the assessment week. I got many tips which could help my presentations getting more interesting and successfully.

[bookmark: _Toc88480069]Feelings
I really enjoyed learning about Time Management because it gave me a good perspective how and what should I change into my life to get enough time in my life to get completed important tasks daily. I realized that I never really could controlling my time and there was always something I could not finished by the end of the day.
The learning of Academic Writing I got a skill which could improve my English grammar because there are certain rules, I need to follow to create correct sentences. However, this topic is wide, and it takes more time to get all knowledge to being satisfied myself with writing correctly without mistakes and re-creating my writings.
Referencing also important because it must be used in all my works to proofing what and how I have done. It is very good that in the library of the university I could find books about referencing and I always get messages into my mailbox about upcoming workshops, their help I could practicing more how to do referencing. For me it was the hardest topic in the module but with the help of my Lecturer I understanded and got more confidence how I should use them.
The learning about Public Speaking was so practical and very interesting to me because I got many tips how I could gain more self-confidence when I talking to more people. I watched videos and presentations about the technics I need to put high attention. I learned about the body languages and gestures about how and when to use them. I realized that I using almost everywhere Public speaking and if I learn how to use it properly I could be more successfully at my work and how it could give me better opportunities in the future.
[bookmark: _Toc88480070]Evaluation
When I learned about Time Management, I got many tips how I could keep my time always on track and watched videos about how to use it. We shared our ideas in the class, and I learned new technics how to use and get time everything I would like to complete in one day. It was the first topic I learned in this module, and I am happy because without this knowledge I would not have had a time to complete my assessments.
Academic writing helped me to refreshing my knowledge what I got when I learned how to write on English language on Level 2. However, on that time I did not learn in depths how to make sentences with the different structures. In the class I practiced a lot and watched videos, but it is taking more time to learn how make perfectly correct sentences. I carry on practicing and reading more about this topic because my grammar needs to be shaping so I could use this skill more efficiently in my assessments.
I realized that referencing could be confusing because the sources are variable and each of them need different type using of referencing. I learned in Level 4 how to use Harvard referencing and it is very helpful that I can use a referencing handbook from the online library. I can reference with confidence now books and articles but still I need to learn more about referencing sources with three or more authors and about video recordings and other online sources. 
I was very happy that Public Speaking was not an unknown topic for me, and I practised it many times already in the past at High School when my class having performances every year during Christmas time around the churches of the city and I was the story-teller front of more hundred people in every single time. I got some experiences, but I know that still I need to improve my confidence and practising the technics I learned.
[bookmark: _Toc88480071]Analysis
At Time Management topic I learned about the 80-20 rules and about the Eisenhower method. Both give a wide explanation how to save my time with choosing and prioritizing the important things in the days, so with their help my life could be more organized and more successfully. Time Management is very important skill because with the knowledge of how to manage my life teaches me how to use the 24 hours I get each day, so I could finish the important things in my life without missing out anything I needed to do on that day. For example, it is helping me how to allocate my time to study or balancing the time on requirements I need to do at home (e.g., cooking, cleaning) or at work. It is very important to know how much time I spend each day with my different tasks I need to complete by the end of the day. I can make diagrams, notes, or tables to keep it on tracks and it is giving me a perspective to look at them in whole on one place, so I can easily organise myself and never forget anything. People with loads of success never letting to lose any minutes in their days, that’s why they can reach many goals in their life. Everybody get the same number of hours every day because Universe is all about the time. If I know properly how much time I am spending with; sleeping, leisure and sport activities, working and other tasks I need to do it at my household or caring with other peoples – I could search and find the time where I could save and use them usefully. (Sorenson, Goldsmith and DeMatthews,2016)

With the help of the correct Time Management, I get enough time to learn about Academic Writing. I got a guidance at the class about the structures of sentences and paragraphs plus I got some useful tips how and when to use them. The knowledge of Academic Writing is very important skill because almost every workplace requiring it for example when writing reports. I’m very happy that I could learn about it more and in depth because I want to know better the English language and could be very useful when I will be writing my Motivation letter in additional to my CV. It is helping me to write a clear understandable, accurate sentence. With the knowledge of academic writing, I could be more successfully at the University because all assessment needs to have this skill to complete different writing tasks such as preparing reports, essays, reviewing articles and making presentations. All assessments and all the tasks I must complete at home or in the University need different writing styles. I would like to learn each of time, so I can identify the purpose of the task I will complete, and my communication will be more understandable and professional. Before I start writing I always need think about to who I will writing and what is the purpose of the text. I learned at the class the different structures of the texts and watched videos which they clarified me very well and helped me getting started this report. Academic writing is a complex skill because I needed to learn how to apply the rules of building up the sentences, also about the correct orders of the words. Writing this report giving me a knowledge because I am practising here all the learned skill the Lecturer talked about at the class. I really enjoying discovering the University library and Google Scholar because here I found a loads of helpful and great ideas to writing my report. When I read books, I meet different writing styles and I got ideas how to make my assessment, how I could a give a better look to it. (Day,2018)

Academic Writing also including the skills of Referencing and Citating which they are giving me guidance where did I find the ideas I written down or who’s word I used when I citated something. At the class I learned about Harvard Referencing and using it in this report to insert the sources I have funded. When I am looking after sources in the library online or physically or looking through articles, reports, and essays I actively using my source skill and is helping me to give a great addition to my work and I get new knowledges as well. When I am reading books, I actively paraphrasing and summarizing the sentences I feel it’s related to my theme, and it means that I understand what was written or mentioned by other people and I “translated” it on my own words, and it is helping me avoiding plagiarism. (Open,2021)

Public speaking is the last step to successfully finish my assessments. The first step is when I am collecting all essential materials to my presentations and reports. After the collection I need to be getting them ready with writing down everything in my Academic writing skills and lastly, I need to summarize my thoughts and preparing myself to present myself to the audience at the classroom. Always need to be thinking positively and must show this with gesture and the way of talk to the audiences. The most important thing before speaking to the public is to make some plan about the appropriate communications I would like to use and practising until I get feeling that I awarded enough confidence to give it a go. I can practice at home front of the mirror or taking voice records or with taking different group volunteering opportunities where I need to talk to the wide audiences. There are also few useful technics on how to co-operate with nervousness and these could make easier our presentations to others. I keep watching videos about this topic because I know I could boost my self-confidence and could be more successfully everywhere in my life with it. (Mindtools,2021)

[bookmark: _Toc88480072]Conclusion (Gibbs model)
With the help of Gibbs model, I can see how much I have learned at this module and in this report, I actively used the gained knowledge to complete my assessment with reflecting the topics I chose to complete my task.

[bookmark: _Toc88480073]Action Plan
I need to be practicing and learning more about how to be using the Gibbs model and the skills I mentioned so I could be more confident in the future when I will be writing my reports and essays and will be easier to prepare and talk about them to the live audiences. I will attend more workshops if I will get an opportunity.

[bookmark: _Toc88480074]Conclusion of the report
I am very happy with the knowledge I earned because this module helping me understand to seeing clearly what the fields are I need to be practicing more and giving me new goals to get the job I always dreamed about. I know where I need to improve myself and what are the gaps I need to be filling up with learning and sourcing to getting more knowledge.
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