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Hello are u ok; may I ask you if I’m, but I have worked on this project hard? Thanks.  really sorry, I did not find any more information about this topic to cover 2000 words 



INTRODUCTION

Time Management: 
· I am going to talk about time management because for me it is an important topic. Since I have learned how to use it in my life, I have learned an important value. It is helping me in my life, as I am going to express on page 4 with details. 
Academic Writing: 
· I want to talk about this topic because we all need this in our life. This style of writing is not just for university or secondary, but for work too, and we know for a fact that every job needs to be written down at some point nothing but perfect and there is when academic writing comes out. 
Reflection: 
· Reflection topic has been an exciting topic in class, it has given me the opportunity of showing my experience to others and give my perspective. I want to show with this reflects how much I learned all these weeks about this topic.

 This is a reflective report, where I am about to give my opinion and personal reflection on those topics. I will use Gibbs´ model: 
Description 
Action plan                                  Feelings
     
  Conclusion                                                    Evaluation
  Analysis
Time Management. 
I remember when in the third – fourth week my teacher started her presentation about, what is time management. At first, I was lost, it was not just for the language, it was because I have never used that technique before. She was explaining the topic and I was just sitting down next to her, looking at the presentation slides, trying to get an idea of what it is and how can it improve my life.

 Analysing the experience, I can say I felt a bit lost most of the time. The fact that I am from another country and English is not my first language, is part of the problem, but the official reason I was having those feelings was the fact that no one has ever told me that before when it looks so much useful. For me has never been easy to study, there was nothing that I liked before enough to make me put some effort into it until now. Now I have settled on my goals and I am having a good time management list to do and follow. In the class I was always having to do all my homework on the last day, I thought it was because I just didn´t know how to have them done or because I am just lazy, but now I can see the importance of having a good time management list. 

A lesson I have got from this class and especially about this topic is the fact of the importance of having a journal about your time management. I was the type of person that always was saying “I will do it later”, but not anymore. When something has to be done and has a deadline, I always write it down if I don’t, I will forget it at some point. 

My list to follow when it comes to time management: 
1. Task List view to plan tasks (Go to a Calendar view to schedule tasks).
2. When planning tasks, set Estimated Time and Actual Time (Deadline). 
3. Set priorities for tasks (Set an order). 
4. Use Custom Fields to create performance indicators. For example, you can create a custom field "Efficiency" by comparing the Estimated Time and Actual Time of tasks.

	
	Urgent
	Not Urgent

	Important 
	-Studying 
-Sleep routine
-Assignment deadline
-Eat properly
	-Homework
-Weekly responsibilities

	Not Important
	-Phone calls
-E-mail
-Friends and family
	-Going out
-Social media




ACADEMIC WRITING. 
I don’t remember exactly when I got my first class about this particular topic, but it wasn´t new for me. I am from Spain when I was at college there, I have got types bout this topic. I did like it; I always have loved writing and enjoying so much read too. It is true that I am finding more complications now than in my country, is a fact English is not my first language and I am still improving it, but I did struggle with formal academic writing when the language is not the first language you may have some issues with it, but time to time u will solve them all. 
I want to thank all these; my teachers do you think they may see it hope that you  are okay
Academic writing is an important topic that we all should know how to manage. It has a formal tone and style, but it is not complex and does not require the use of long sentences and complicated vocabulary. At first, I was so lost, I mean, it was not my daily style to write, but I found it interesting and valuable. Since I have got all those classes, I use that technique often; at work, with e-mail, CVs, reports, and a lot more. Besides it’s not my daily way to express myself, I do think and agree with my teachers that is an important style of write we all should learn when we are young. I understand how I felt and now I feel so much more relaxed with this report and topic. Planned and focused: answers the question and demonstrates an understanding of the subject.
 don’t know what to do I am doing my best trying super hard and giving everything ng o 
A lesson I have got from this topic is the importance we give to educated writing. No one uses this way of writing with their friends or family. It means a clear, focused, structured, and backed-up by evidence way of writing. It has a formal tone and style, which purpose is to aid the reader´s understanding. Even feeling lost with this style, I do use it constantly in my life since that day and I do recommend some classes on this topic to everyone.  
Hello hi hey okay yes no tall all as fast as you can love I am in love 

Hello yes no all to 
I need to solve this problem as fast as possible then you so much for all your help I will always be your friend for this have a good night and have a good dream




May I join your little group chat?  Hello damn you are a gorgeous girl 

REFLECTION. 
I remember the first time I listened to a reflection in class. My teacher was talking in front of the board and was smiling like nothing as if was an easy topic to understand. It was in the fifth week or sixth, I am not sure. I remember having to ask three times for the same question, no one has ever asked me for reflective writing, it was all new for me. I was nervous when she said our report must be done in that style, I have done reports before, but not in a reflection style. 
this is important to me since ever I have always wanted to be this
I feel lost again, an event I thought this course is not for me because I was founding it so difficult on some of the topics—this the most. When I decide to start the report, I thought it will be so much more difficult and the thinking of failure has always been in my mind. But while I was searching about reflection, I found it interesting and relieving of having the opportunity to express myself for the first time in a report. I found it different and fresh. Writing reflectively involves critically analysing an experience. It can help you to reflect on a deeper level as the act of getting something written down on paper often helps people to remember. 
Hello hi hey how are you are okay  is I help you I don’t like pink colour 
I was feeling lost at first because I am not used to leet myself express myself in a report for school or work. Also because of stress and being embarrassed, in class, everybody seems understood everything the teacher was saying, but me. I have got to study so hard to get the knowledge to write about this topic, I have spent nights searching this topic until so late and waking up so early just to finish it on time. I understand reflective writing is an opportunity to express what I know and how it relates to my experience. It helped me to think about the process of learning and make it more useful to myself and daily life. It is very important to be specific and not just descriptive and I have understood. 
Reflective writing means all this...
1. Written in the first person
2. Analytical
3. Free flowing
4. Subjective
5. A tool to challenge assumptions
6. A time investment
7. A formal tongue styles 





Diagram. 















CONCLUSION. 
This report has helped me to see how important are those topics in my life and how can I start to use them properly: 
· Before my first-time management class, I had no control over my time, I lost my time doing nothing or taking too much time on something with no value. 
There are people in this world that don’t know how to use their time properly. Through the process of this project, while my searching and planification, I was able to look at the use of my time and think about how can I improve to become a better student and worker and eventually an organized, effective, and relaxed person.

	[bookmark: _Hlk112701069]
	Urgent
	Not Urgent

	Important 
	-Studying 
-Sleep routine
-Assignment deadline
-Eat properly
	-Homework
-Weekly responsibilities

	Not Important
	-Phone calls
-E-mail
-Friends and family
	-Going out
-Social media




· Before had my first academic class (in this country) my style to write to everyone was a mess, now I can finally come up with a formal text or letter when it is necessary. Given the circumstances, I can say this topic has been interesting research, in view of this information, I have learned many things I was not seen before as important or given enough importance.

· Before my first reflection, I was not sure how can I write to explain how I see and feel about all these topics and classes with the use of properly reflective writing, it was not easy and I still need to make some progress but I will work hard on it. I have learned how important is all this in real life, not just for an assignment, but for work: Nurses need to give their own opinion (reflective information) about a patient every day. 
This report has been not easy for me, I have got to be awake for many mornings and stand up until so late at night. I have searched almost all the internet and got a lot of information from websites (references on page 1) and also picked up a lot of help from my notes. I can confirm this is 100% Andrea’s work. 
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