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I will be talking about 4 main topics that I have reflective on during this term more. There are three 3 topics I learned in lessons hat I will hugely be reflecting on, Number one, being time management/ organising study, secondly, academic writing and thirdly refencing. The fourth topic is going to abet different it going to a prestation that I will practically do, and I will then reflect on that and that what’s my fourth refection going to be. 
  
Time management / organising study is one of the key and important skill as I have motioned in the report, and I have also added person time management how I am managing work study and time with family. It can be tough, but it can be done because 
With plan it possible read my report for more as time management is very important. 

I will also be talking about few different models that you can use to see your reflection on how you have overcome your mistake. There is also some primary search and secondary research that I have carried out. At the end of the report the referencing page will be available, so you know where I got my information from. 
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Time management is being able to give time to different activities. This can mean being able to manage doing work, study and family and spending some quality time with your friend, as there is place and time for everything. With time management you’re using the time more effectively, as you know the value of time. Time management can be a very useful skill to have in work environment as you have important deadlines to meet, if you miss them in some cases there is some sort of action that can be taken against you, which may result in you losing the job. 

You can use manage you time by setting time limits to tasks, something that takes more time you would need to see if the task is important and worth giving most of your time to it or not. This is important because you should always give more time to activity that will benefit you and would be worthy spending most of your time doing that activity. This would be for your ow good as it may help you in future. 

I personally user a lot of time management in my everyday life. I will be shearing with you how I spend my 7 days in a week and how time management has kept me moving.  I work five days a week from 7 to 19:00, from Monday to Friday and these are 12 hours shifts each day. I get home from work by 19:45 ad by 20:10 I have changed and taken shower. Straight after I have my dinner by 20:30 while I am having also catch up with my family and ask how their day has been. Moving o from 20:40 I sit doe and start doing any university assignments or any other catch of university I need to do up to 22:30 during the weekdays. Then up to 23:00 I refresh myself and brush my teeth before going to bed and the next day I back up at 05:20 ad get ready to go work in a hospital.  This a good 6 hours and 20 minutes sleep that I get up, and I read to rock and roll. I have been doing this for a while now and I have made a routine from it, and I have personally seen a lot of improvements. However, during the weekends, its differ as I have university starting at 9:00 and I live 1 hour 30 minutes away from university I must leave my house by 7:00 as there is sometimes traffic on the M1. I get to university around 8:40 or 8:45 and I am good 15 minutes early and ready to learn I finish by 13:00 and back at home by 14:30 or 15:00. Then freahen up and I also enjoy boxing and I have quick boxing training with my brother from 15:30 to 16:30 just for 1 hours as boxing is a very tiering sport and exercise. Then I relax and take shower by 17:00, then from 17:00 just do any university to do or catching up or even some general or watch educatable videos up to 19:30. Then from around 19:45 I watch a movie with my family or any other show on Netflix up to around 21:00 or sometimes 22:00 and then go sleep to give my body extra sleep as I have been exhausted during the week. 

According to my lecture notes time management can be managed through by setting yourself smart goals. SMART goals are very simple as very straight forward. Just below you can see what SMART stands for: 


· S- Specific: you know what you aiming to achieve and sticking to one (Kruse, Forbes, 2016)specific thing.
· M- Measurable: this being so you need see if you have improved o what you have been working towards 
· A- achievable: something you can achieve and something you can do and is doing able. 
· R-realistic: is something that’s real ad your being honest with yourself. 
· T- time-related: this simple means being able to achieve in perfect time. 


I also believe Pareto principle is very useful. Pareto Principle was founded by Vilfredo Pareto.(Kruse, 2016) .The Pareto principle is also known for 80/20 rule. This simply means as in some situations there are actions that have significantly more results than other action, given the same amount of time. This suggests that when you give your full 20% effort to your work you should see results that would be worth 80%. However, if you give you give 80% effort you will only get 20% results. This is a very useful way of saving yourself a lot of time. This because something that is important you, can be giving full 20% effort in order to see 80% and that would allow some time for you that can be used to spend it on activates that would take up to you 80% off effort but will give you 20% results and which maybe be something less important. This is how 80%/20% really gives you time to that you can be spending on your health, work or your personal life. 
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Reflection is when you look back at you at something and see how you can improve or learn from your mistake.  According to my lecture notes reflection allows you to improve your practice/ skills/ responses in order to get better results next time. That what reflection meas. 

Reflective writing is evidence of reflective thinking. To put it I academic context, reflective thinking usually involves you looking back at ideas or events which have happened in past and try you reflect on those in order to make yourself more expert I the area or filed which you maybe weak at. Secondly, you can be analysing the event or idea and you can be deep thi8nkig to make sure what you may have messed out and go back to it and fix it. Lastly, thinking carefully about what the event or idea means to you as a person. This simply means that the idea or the event is worth giving your time to and could be very useful so you would want to make sure that you have catch or noted everything in right way, so you don’t make any mistakes. 

I personally think that Kolb’s Experiential Leaning Cycle is a great way to see how you have reflected upon your activities where you would want to see improvement. Kolb’s experiential learning cycle was by David Kolb in 1984 (Kurt, 2020). It is four steps, continuous process for effective learning that explains how you learn through experience.  By understanding Kolb’s experimental learning cycle, you will give better training to yourself or your team members as it helps hugely with how you think. 

The four steps of Kolb’s experimental learning cycle are (Kurt D. , 2020):
· Concert experience (Feeling)- this means that it is not just enough to watch someone else do it, but to go and learn it yourself and to do it yourself practically. In simpler words do it yourself for the learning to occur. 
· Reflective Observation (Watching)- This mean taking a step back from the actual doing, to look at the bigger picture and review what you just experienced. The way to get your observation is by being asked questions. An example can be ‘how could you apply what you did in a different situation?’ 
· Abstract Conceptualisation (thinking)- In this step you make sense of what you just experienced. To do this you don’t just put in what you have learned, you also put in other information theories and ideas you are already familiar with. To put all this in simpler terms, in this step you fit in what you just learned into everything you already know, so it can all make sense together. 
· Active experimentation (Doing)- finally, this is the final step consider, how you will put you have just learned into practice. If you don’t plan to use what you have learned, then it’s likely you’ll forget it quite quickly. 
While the steps of Kolb’s experimental learning cycles must be followed in sequence, however you don’t have to start at step one (concert experience), you can enter the model at any stage.   
[bookmark: _Toc92316265]Referencing 
Referencing is showing your teacher or anyone reading your work telling them where you got your information and where you know this from. It can be someone else’s work, but you must give credit to the original creator of context by mentioning him in your report or you essay. By using referencing you also tell your teacher that you have carried out some sort of research and investigated the topic that you’re studying. This could also help you because using the research, option and arguments of others makes your work stronger as there could be reliable and useful information. As I motioned earlier you must giver credit to other people work because if you don’t that could be classed as plagiarism and it a very serious offence and you can be loss all your marks and a case can be filed against you. By giving reference to what is not you could help you avoid plagiarism. Plagiarism simply means taking credit for work that is not your and you pass it on as your work. By giving your references it can help the reader where you got your information, and they can then go and read up for them self to find out more information if they wish to. 

You must reference everything that is not your work, this could include videos, summaries, diagrams and images, videos or audios, and statistics. The only things you don’t need to refence are your own, original ideas and research, and general knowledge knowing or would be exapted to known by someone in your filed. 

To give full reference you must give the following (University notes):
· Author’s name and initials 
· Date of publication 
· Title of bookpaper or articles 
· Place of publication 
· Publisher 
There ca be more information you may need to give but that depends on the source you have using and what requirement are asked. 

There are different ways to reference to give reference, I personally like using Harvard style referencing as it easier and widely used around the countries and globe.

There is different way to use Harvard referencing books or articles. When it comes to writing full sentences then it comes to author’s name first, following that you would need to write the tear to show when it was published. After that you will need to add the title of the original writer. After that it goes to the place of publication and lastly the publisher. Easy way to remember them it will be used through AAPTBOPU. This how it will be written if the information is from books or article. (Victoria University Melbourne Australia , 2015)

I personally use this method a lot because if mush quicker and easier to be understood. In this format you give crate to the author the writer and the publisher. You can also to your teacher where you got your information from. 
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PowerPoint presentation is a key skill as it is a software, we must use most of the time in our daily life. In most cases some people must create a lot of contexts on PowerPoint to presentation. I think PowerPoints are great as it allows you to speak directly to the audience or students without keep having to looking in your notes. It also a great way to show your body language as you will be standing up and presenting your piece. 

Few tips I always keep in mind when I am doing an online prestation is I try keep myself professional and try to use a lot of positive body language. This is important because you might be saying one thinking but having negative body language can make the audience thinking another. I always try to keep good eye content with everyone as it shows that you’re really apricating people listening to me. I try my best to come on with confidences as it can be sometimes gotten nervous, ad mainly I try to keep my voice as clear and loud as I can because people at the back may struggle to hear what I am saying. 

When I was doing my personal development plan, I was very clear with what I was saying and I also knew what to say and when to say it. I was also ready to take any questions if they had any. I was using great positive language. 

Something I can work on for the next time is try to more slow with the speed of voice as if felt I was quite rushing because off the time limits and another think I will focus on main is try to look more professional. 
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