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[bookmark: _Toc48901987]1.INTRODUCTION

The aim of this report is to summarise my critical reflection, on what I have learnt in term two. I will be reflecting, on my experiences and through rumination of theories and methods on four topics. I will be reflecting upon Time Management, Paraphrasing, Academic Writing, Curriculum vitae. I will give an analysis on my personal experiences. However, I will provide some aspirations through virtual activities and everyday challenges about the Gibbs model reflective Cycle (1988). 


[bookmark: _Toc48901988]2.DESCRIPTION
[bookmark: _Toc48901989] Time Management 
  In Time Management, I have learnt how to allocate my study time and how to direct my effort appropriately while using my time efficiently. I have learnt to do this using the Eisenhower Method. These principles defines four categories: important and urgent activities which needs attention imminently, important but not urgent activities that I need to prioritise, not important but urgent, these are activities that needs to be minimised as they are urgent but not important, lastly, non- important and non-urgent, these are activities that are totally against time managing and should be ignored and eliminated (Eisenhower, 2018).
[bookmark: _Toc48901990] Paraphrasing
I gained understanding of paraphrasing while writing academic reports, by rewording and summarizing a paragraph whilst acknowledging the author`s work. I have also acquired knowledge in using different techniques while paraphrasing, whilst maintaining the originality of the content. I have learnt how to express the meaning of using different words, specifically to achieve a greater quality. I have learnt how to use synonyms, antonyms, word order and word class, by putting text in my own words, avoiding copying text, rearrange similar text and include all vital information (Kissner, 2006).
[bookmark: _Toc48901991]Academic Writing 
Similarly, I have acquired an agglomeration of knowledge in Academic Writing. I have learnt how to write clear, focussed and structured, supported by evidence. It is my understanding that academic writing consists of a few qualities: formality, precision, organisation, planning and much more. As a result, I have attained edifying knowledge on how to write an academic report, communication skills, paraphrasing, referencing, analytic thinking, plagiarism, CV writing, cover letter and reflective practices. I have learnt that there are four main types of academic writing, which are: analytic, persuasive, and critical (Bailey,2017).
[bookmark: _Toc48901992] Curriculum Vitae
Additionally, I have learnt the true purpose of a writing CV. I understand that it is a written overview of a person achievement, rather academically or in a profession. I have also learnt to include the appropriate content, in the most recent order. I have learnt how to use my skills, knowledge to write a personal statement, add to my qualifications, work experiences, hobbies and interests. Last but not least, I have learnt that presentation and formatting my CV is just as vital as everything in it. (Morgan, 2017).


[bookmark: _Toc48901993]3.FEELINGS

[bookmark: _Toc48901994]Time Management 
I feel really overwhelmed by this, although I have learnt about how to manage my time, putting this into practice has been a great challenge. Using a planner has made me feel quite organise and less under pressure, I feel more confident taking on board new tasks and managing them. I feel the next step for me would be to develop a visual planner that I can follow on a daily basis (Ingram,2020).
[bookmark: _Toc48901995]Academic Writing 
I feel extremely confident about academic writing, as It has enhanced my vocabulary. Admittedly, there are areas within academic writing which I am not very sure about, such as, paraphrasing, referencing. 
[bookmark: _Toc48901996] Paraphrasing
I feel confused by paraphrasing, there are times, it is perfect and there are other times I feel really frustrated about it. Consequently, it is something that is important and urgent in academic writing, and so I feel I must practice so I become perfect at acknowledging other people work throughout my academic reports.
[bookmark: _Toc48901997]Curriculum Vitae 
I have mixed feelings about cv, prior to learning this terms module, my cv was completely wrong and outdated, I feel more confident with my chances of achieving at the least an interview with the way my cv now looks through learning these skills in academic module.


[bookmark: _Toc48901998]4. EVALUATION

[bookmark: _Toc48901999]Time Management
 Consequently, I am capable to manage, organise and prioritise my planning by dividing my time into segments through the Eisenhower Method. I can say that time management went well to an extent, but I now know how to minimise procrastinating and organise my tasks and activities.
[bookmark: _Toc48902000]Academic Writing 
[bookmark: _Hlk48749138]I have found academic writing  to be easy in most part, report writing went well and is very useful, I also think that analytic thinking, academic report went well also, my communication skills has develop tremendously, because of my reflective practices, However, I struggle with paraphrasing and referencing. 
[bookmark: _Toc48902001]Paraphrasing
My experience, with paraphrasing did not go quite well, I have to constantly keep going back to my notes to remind myself of its process. The only thing which went well is that I remember accurately to mention or acknowledge the authors. I enjoy the fact that we must honour our and respect others work, but I disliked that it was a constant thing to do, and there is specific way to do so.
[bookmark: _Toc48902002]Curriculum Vitae
I have found cv writing to be easy and I understood its process very well. However, I found that in the process, if there is no work experience or a good educational part, it can be a great struggle to put a cv together.



[bookmark: _Toc48902003]5. ANALYSIS

[bookmark: _Toc48902004] Time Management 
I think time management, Eisenhower Method, is a very good tool to enforce and support me to achieve my goals academically, at work and even at home. In addition, this has helped me to side--track from procrastination, I am more organise with prioritising my assignments and work deadlines. I am able to fit in my family life, around work and university. Having said that, I find it difficult to be organised at times, the process of prioritising task can be overwhelming for me, specifically when I have four assignments, two presentations, working from home, whilst the internet is not working or dropping. This term was quite difficult, due to covid-19, I would of thought everyone was home and I would have been able to manage my time, but this entire process in itself was overwhelming, as this was a grand time to procrastinate and I believed I had time to do everything. Similarly, I have tried my hardest to maintain my focus and return to methods learnt and prioritise what is urgent and important.
[bookmark: _Toc48902005] Academic Writing 
I actually enjoy academic writing, it has increased my  reading, by doing so, I am able to discover new words, research their meaning and apply them in my report or use them to enhance my communication skills. Similarly, I enjoy academic writing as it allows, me to see things in a different perspective. As a result, having an analytic thinking and critical thinking, I found these really valuable, not just academically but similarly at my workplace. I found that academic writing helped me to develop strong writing skills whilst it helped to maintain writing rules. Academic writing has made me a better reader, especially writing this assignments, I have had to read more journals, books, even using apps doing word search during my free time, just to be able to communicate and write efficiently. This segment of the module has also thought me to think critically specifically whilst reading theories or methods.
[bookmark: _Toc48902006] Paraphrasing
On reflection, I found it quite difficult to process, especially when I am trying to avoid plagiarism, or prevent similarities. Being able to paraphrase is a great skill, although, this has been a great challenge for me, I have been practicing. As a result, my written reports, are with less sanctions, as I am a lot more conscious of honouring someone else work. Consequently, I found it useful as it enhanced my reading skills and encouraged me to also appreciate individuals time and effort in bringing out research to my knowledge. Paraphrasing, has also thought me to do more research, reading, and also ensured that I understood the writers or the researcher idea in my own words.
[bookmark: _Toc48902007]Curriculum Vitae
My analysis of a cv is that it is not difficult, however, doing things the wrong way will not allow you to achieve what the main goal, which is being selected for a least an interview. I found that if I applied the right context in the right order with the correct structure or format, it is inevitable to be selected. I think this has made perfect sense to my learning skills. It is my analysis that is a paramount skill to acquire.


[bookmark: _Toc48902008]6. CONCLUSION

[bookmark: _Toc48902009]Time Management 
I grew in confidence and I have developed great skills, as a result of joining the University of Wales St David Trinity, through the academic skills and employability module. I will now take these transferable skills in my daily life. Although I may need to develop these, I am confident that these skills will be useful in the future.
[bookmark: _Toc48902010] Academic Writing
Similarly, these hard skills have been very rewarding, as a result, I am able to write this report. Some skills may not always be needed, such as paraphrasing and referencing, in a workplace, however, whilst I am in education, this will enhance my learning journey. Though I need to progress in this area, I am confident that these hard skills, will help me academically in the near future.
[bookmark: _Toc48902011] Paraphrasing
Whilst I do not enjoy paraphrasing, I understand its purpose, it very important that we appreciate others for their research. I need to practice this skill to get it into perfection, using different wording. My reading skills will have to increase, as a purpose to maintain paraphrasing skill.
[bookmark: _Toc48902012] Curriculum Vitae
This part, I have developed quite a few skills, the construction, format of my cv is vital, but the content has thought me a lot, I have developed writing skills, academic writing, communication skills, for example, what I place on this document is what I am communicating about me. I would need to develop academic skills such as educational skills or volunteering skills in order to make my cv complete. In my opinion whilst all of this is important, most organisations provide an electronic application, however it is a good skill to acquire, if requested.


[bookmark: _Toc48902013]7. ACTION PLAN

[bookmark: _Toc48902014]Time Management
I would need to stop procrastinating, build resilience and focus on planning ahead. The next time I am writing an assignment, I will start writing as soon as I have received my assignment brief. I will communicate with my lecturer to get a clearer view of what is needed of me in order to submit my work on time.
[bookmark: _Toc48902015]Academic Writing
The next time I am writing a report, I would need to read more and do more research on my topics. I would need to focus on the areas, which I am weak the most and seek help to enhance my learning to help me to be more organised in my workload.
[bookmark: _Toc48902016]Paraphrasing
To enhance these skills, I would need to read the paragraph or text, making sure it is understood. I will then need to write my ideas, without looking at the writer work, emphasising on using synonyms, or change the order of my words. Review my work and their work to see if the actual meaning is still the same.
[bookmark: _Toc48902017]Curriculum Vitae
To improve my cv, I may need to take on new skills such as IT skills, language course, learn something new which is in line with my career path. volunteer at an organisation, get some work experience. All of these will enhance my cv content.
[bookmark: _Toc48902018]

8. CONCLUSION

Briefly, I have learned about the Gibbs model reflective Cycle, it helped me identify my strength, using the stages to make description, feelings, evaluation, analysis, conclusion and action plan. This module was useful because it helps me to enhance my assignments structure and to process things into segments. It has also allowed me to engage critically with my learning experiences Whilst developing my knowledge, it enhanced my capacity for examining experiences, this has allowed me to learn and plan about things that went well or did not go well in six stages.
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