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This is going to be a reflective report and going to included 3 topics, these are time management, academic writing, paraphrasing. These topics are very important to achieve my intended goals. I am going to do self-analyse and reflect about my skills and experiences. It is going to be very useful to learn and achieve my goals. This is my evidence of thinking, and I am analysing of myself. As a student it is very important on my ongoing progress and practise professionally. Thinking carefully about myself is an opportunity to improve my strengths and weaknesses. 

In this report, I am going to write deeply about topics which I already mentioned above. In these topics I would be discussing about my own reflection of the following elements
·   how useful it’s been to me, 
·   what I already knew,
·   any learning I undertook outside of the classroom



To reflect and analyse myself I am going to use a model, which is Kolb’s Experiential Learning Cycle (1984)



[bookmark: _Toc92287202]Kolb reflective cycle (1984)

David Kolb’s produced his learning experiential model, and it has four sections: concrete experience, reflective observation, abstract conceptualization, and active experimentation.
Kolb’s experiment learning theory works on two levels. 
According to (Kolb,1984) four-stage cycle of learning and four separate learning styles.  Kolb’s learning model is interested with the learner’s internal intelligible process. I have described them in more details below.
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This is a first stage of Kolb’s experiential learning. It is start with individual’s concrete experience. Which experiences already have and ongoing progress. To develop a replacement concept of experiences. 

By writing about concrete experiences that let us to learn more and It is very helpful to ask our self 
· what did I do? Where? When? Why?
· How was I involved
· What techniques, methods did I use (why did I choose the specific one which I used)
· What I already knew
· Summarize what happened
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In this second step of writing about experiential learning, I look back from the experiences of mine or other people to observe and reflect. By following this we could developing and observing our own experiences. This may indicate similarities or differences,

Ask our self:
What were the issues back of behaviour? what was I thinking at the time?
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In this section our observations and reflections about our experience. means to use evidence to form ideas and theories that are separate from a specific concrete experience.
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This is section of the model by developing skills how may use it in the future in any situations and solving problems. 
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Time management is most important in our life, and it is a skill. We all have the same 24 hours, but some people achieve more than others. In my experience I realised it some of my friends they have good time management skills.

Time management is most important to organising and planning between different activities. If we follow it, we could end up working smarter, will not be hard in that allocated time to get more done. What is Time Management (Mind Tools, 2021).


 If we do not know how to manage it, we could do a short course or possible to research on websites. However, it is very important that we follow it properly.

By doing this module I learnt such a greatest idea from my lecturer in the class, I did research and watched some videos.  By doing this I have developed my skill and got more ides as well. I follow it much as I can but still have to organise and develop myself. After joined in this course I used to make to do list, and week schedule. It is very helpful in my daily life.
I also going give some more tips that how can we manage the time:
· Prioritise important tasks
· Work out our goals
· Make a list
· Focus on results
· Having break on time
· Setting SMART goals
By following these tips, we could earn time and finish work on time.
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Before joining this course, I heard about time management, however, I did not know how to manage time efficiently. I used to mark the deadline dates in my diary. But I did not know how to manage time. As I had to multitask it was very difficult for me to manage, and I was so stressful. Three months ago, in my lesson, I was taught how to make a “To Do” list and create a schedule of tasks according to priorities, hence I have created a “To Do” list and listed all the tasks that needed to be done. And then I created a schedule to be followed to complete those tasks.
Now I have good time management skills, but I must improve it more. After use this I feel less stress and more confident in completing my tasks and meeting deadlines.
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I am going to reflect through my past while studying in France. I had so many troubles to focus on my education because I had so many tasks at the same time, I did not plan any. After that, I used to set up alarm but did not follow it. I forgot some important appointment and had so stressed. More than that I could not focus on multi tasks and as a result I had to discontinue one of my courses. 

Whether it is your job or lifestyle, learning how to manage our can help you feel more focused, relaxed and in control.
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One of the important parts of time management is Prioritising and Scheduling. 
Prioritise important tasks
I mostly achieve by prioritise important tasks
According to Easy time-management tips (NHS, 2018) these parts can grouped as 4 types
· Urgent and important
· Not urgent but important
· Urgent but not important
· Neither urgent nor important
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As I have obtained a positive result in managing my time and completing tasks successfully within time, I should use this Time Management skill to complete all my future goals, such as completing Level 4 and a Finance degree.
 I should also use SMART goals to further improve my time management skills.
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Academic writing is possibly most important skill in academic circumstances because writing is the main method of academic communication. It is also extremely difficult to master for most students Paraphrasing, Summarising and Quoting (UNSW SYDNEY, 2021).
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When I started this course, I did not know how to construct an academic document since I have not studied about academic writing in English. By doing this module, I learnt how to write an academic document in this module. This skill also helped to write this report too. Currently, I feel more confident than before to write an academic document.


	
[bookmark: _Toc92287215] Reflective observation
In order to complete my studies successfully, I should have excellent academic writing. As I have not done any course about academic writing in the past, I had very poor writing skill. Hence, I spent lots of time researching and learning about academic writing.  However, by learning this module I made excellent improvement and the objective of academic writing is to develop my academic writing. I got more details and the result also success.
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I learnt to use few structures from websites and this course. I would say that, most important part is being formal. I found it is very useful to develop academic writing.
Academic writing is more formal than usual writing. We should use these skills in all our formal academic submissions. 
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Undoubtedly, I learnt lots of stuffs about it however I should improve it more:
· By reading more books, newspaper
· Could write more and check it by self
· Research from different websites 
· Doing HomeWorks on time and show it to lectures then could understand mistakes and will not do it again.
In my opinion, as the result is useful, if learn that properly could write outstanding writing in the future.  As this writing is important to become a graduate by giving harder work, we could write university academic writing in less pressure. It is also possible to achieve our goal.
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Paraphrasing is a way of using different words and summarising to give the same ideas. It contents with short sections of sentences. It is useful to rewrite someone’s ideas without changing the specific meaning. We could use someone else’s ideas in our own work. One of the most important sections for the university students. We should read the websites carefully to express in our own words. It is most useful to do assessments.
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I used to do paraphrasing in my daily life by telling film story, but I do not have any course to write a paraphrasing.  It is valuable section to finish a degree. I started to learn from this module how to paraphrase a paragraph. I learnt more from Moodle, and it is very useful to do this report.
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In this module I learnt how to summarise a paragraph and express with same meaning of someone else’s work. I understood that I must read the websites very carefully also need to note taking. Paraphrasing also explaining information in tables, chartes.
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It was a professional academic presentation about my intended career, and it was in week 9. My presentation was mainly about what I must do to become a Graduate Accountant, which is my intended career.
In order to successfully complete this Assessment 1 requested to have public speaking and presentation skills.
 My presentation had met all the criteria that was requested on the assignment brief. I used more websites and essays to express it very well. It was an amazing experience while preparing for this presentation.  In the class I was told by the lecturer not read from the slides while doing presentation and use only information in bullet-points and describe them to the audience in natural terms without reading from the slides. Hence, I took this advice and implemented in my presentation very well. 
I learnt so many new things including self-analysis using SWOT and I have also completed a PDP.  Undoubtfully, these skills going to help me more in my future. Because personal development plan is one of the most important things to achieve our goals. While preparing for this presentation, I have also improved my ICT, note taking, referencing skills. I prepared very well to give a public speech/Presentation.

However, while presenting I was very nervous for few minutes because I really hesitated to talk Infront of others. But after a few minutes I felt confidence to speak. I spoke clearly, used good body language, charisma and I was respectful. I clearly spoke about what I thought to present but the time allocated to me was only five minutes. Obliviously within that time it is impossible to speak about all the aspects/tasks which was included in the assessment 1 requirement. Hence, I had to rush a bit to not to go over the allocated time limit.
 At the end I was really pleased because I felt the presentation went according to my plan, I did it without missing any vital points. After finished it, my classmates all clapped and cheered me, hence I felt very encouraged and happy, and they gave me great comments. It was amazing learning experience.
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Job Adverts



Trainee Accountant 
(ACA)(Indeed.com,2021)



Graduate/Trainee Accountant 
(Indeed.com,2021)
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GRADUATE  ACCOUNTANT 
JOB DESCRIPTION 



• Process books and records for multiple clients
• Preparing VAT returns and working files
• Preparing monthly and quarterly management Accounts
• Preparing accounts and tax returns
• Accounting and finance degree desirable
• Dealing with client queries related to personal tax
• Genuine interest in the world of accountancy and tax



Skills needed
• Excellent verbal and written communication skills
• Quick learner
• Excellent IT skills (Excel, word, outlook)
• Strong attention to detail.
• Team player
• Analytical  skills
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Strength Weakness Opportunities Threats
• Good at 



Mathematics • Verbal skills • Enroll finance 
degree • Lock down



• Quick learner • Written skills • Child illness



• Good at time 
management 
and punctual



• No knowledge 
of finance skills • Family issues



• Team player



• Analytical 
skills



• Lack of 
undergraduate 
degree



SWOT Analysis
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Ways to develop themMy weakness



Reading books, taking part in class 
activities, group-works, writing  



reports.



Enrolling  on an undergraduate finance 
program  and taking on bookkeeping 



responsibilities 



Enrolling and completing on an 
undergraduate degree 



Reading books , taking part in class 
activities, 



group-works, Presentation etc..
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Opportunity
How can I
make use
of it



By completing  Level 4 I could get a 
key to enrolled in Finance degree
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Child illness- Take regular  test and arrange someone or 
relative to take care of child



Family issues- solving the problems or 
consider a counselling service



How to minimize the 
impact if it arises 



Lock down- Make arrangement to study from 
home, knowing about how to access online. Having 
a laptop etc.…   
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Personal 
development 



plan



Short-Term Time Frame 
What do I want to 



accomplish in the next 
three to six months?



Mid-Term Time Frame 
What do I want to 



accomplish in the next 
six months to two years? 



Long-Term Time Frame 
What do I want to 



accomplish in the next 



two to three years? 



Section 1 - My 
Goals



What are my overall goals 
that I want to accomplish 



in this time period?



I will be able to Finish Term 
1 and Term 2 in Level 4



Level 4 will be completed 
and Enrolling on an 



undergraduate degree



Completing 
undergraduate degree to 



become a graduate 
accountant



Section 2 - Skills 
and Knowledge to 



be Learned
What specifically do I need to 
learn? What project do I need 



to work on? 



Good writing skills



Good Verbal skills



Team working



Time management



Good analytical skills
Good assessment writing



Excellent writing



Excellent verbal skills



Excellent analytical skills



Excellent assessment writing



Team working



Excellent writing



Excellent communication



Excellent use of finance 
application



Excellent management
Excellent analytical skills
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Section 3 - Next 
Steps
How am I going to 
acquire the skills and 
knowledge? How am I 
going to do this 
project? 



• Attending workshops



• Reading books



• Consider learning 
supports



• Online library 



• Use Moodle a lot



• By following module 
guidelines 



• Good attendance 



• Learning modules



• Attending workshops



• Reading books



• Consider learning 
support



• Use online library



• Complete 
assessments



• Learning modules



• Attending 
undergraduate 
lectures



• Learning modules
• Completing 



undergraduate 
assignments



• Assisting the 
bookkeeping tasks 
at the workplace



• Completing an 
undergraduate 
finance degree



Personal development plan
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PDP
Short-Term Time Frame   
What do I want to 
accomplish in the next three 
to six months?



Mid-Term Time Frame     
What do I want to 
accomplish in the next six 
months to two years? 



Long-Term Time 
Frame 
What do I want to 
accomplish in the next two 
to three years? 



Section 4 
Resources
What resources do I need? 



• Allocate two days to go 
Campus



• Time to do homework or 
time to study after



• I need to pay to 
university



• Need money for 
travelling



• Allocate four days to go 
university once 
enrolled(under 
graduate)



• Time to study after
• I need to pay to 



university
• Need money for 



travelling and living 
expensive



• Should allocate 4 days to 
go university



• Time to study after



• I need to pay for university



• Travel cost and living cost



Section 5 
Time Schedule What is 
my time schedule? 



Term 1 three months, 
term 2 in 6 months 



• Level 4  in  one year



• Enrolling to a finance 
degree with in one and 
half year



• First year finance 
degree- in 2 years



• Second year finance 
degree- in 3 years



• Completion of finance 
degree- in 4 years



When will I start? 
• Term 1 In progress



• Term 2 February 2022 



• June 2022 to October 
2022



• Enrolling to finance 
degree 2022 Sept



• 1st year-Sept 22



• 2nd year-Sept 23



• 3rD year –sept 24



When do I expect to    
finish? 



• Term 1 Finished by 
January 2022



• Term 2 finished by May 
2022



• Level 4 October 2022



• 1st year-July 23



• 2nd year-July 24



• Completion- Sept 25
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