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 For this report I choose to talk about: Time Management, Reference, Reflection, and my speaking and giving presentations.

         Time Management
Time Management is the ability to use one's time effectively or productively, especially at work. When I started to learn- this module I didn’t know anything about its meaning. I was scared because I thought I didn’t understand anything.
The lecturer starts to explain to us at the beginning. She tells us what is time management and explains it very well to understand, so after this, I know the time management is how to use one’s time effectively and productively for you.
After this we do some “to-do lists”, never I didn’t use one. I’m, not that person who does everything in time and step by step. On the to-do list we learn how to do step by step what is important: urgent (do these activities get done ), not urgent(decide later), and not important: delegate(if we can) and postpone or avoid. During the module we do and some activities such as the example of “to-do list, I was very confused because I didn’t know what to write first and second. 
I again ask the lecturer to explain more because I am scared and confused so she starts to explain and help me understand more, so I start to write. When I finish, I give it to her to check and was very good. Didn’t believe it I was shocked because I didn’t believe in myself.
 Five essential time management strategies 
1. Be deliberate: keep a to-do list
2. Prioritize the following: Sort your tasks
3. Manage distractions and stay focused.
4. Be organized: schedule your work.
5. Track your time to become more self-aware.
Better habits and increased productivity are among the advantages of time management. Improved time management sharpens your focus, boosts your confidence, and enables you to plan your time more effectively. Effective time management assists leaders, entrepreneurs, and small business owners in reaching their objectives.
Managing your time allows you to work smarter, not harder, allowing you to get more done in less time and capitalize on larger opportunities. Time management is essential for maximizing your strengths and efficiently planning your day. Good time management enables you to work smarter, not harder, resulting in more productive work completed in less time.
This module helps me a lot in this time and future. Help me to allocate time to study, use the time effectively, and balance the time, so now I know how and when need to give more time when is urgent and when is not urgent but at the same time to do a list just to know and remember what I have to do in that days or month. Never before I didn’t organize like now after I learned this module. I choose to talk about this module because I found this module very helpful for myself, not just at college is helpful at my work and in my life day by day.
Effective time management reduces overwhelm and aids in prioritization, allowing you to work smarter and achieve your goals more quickly. Working with a time management coach like me to help you clarify your goals and develop a clear plan and path to plan and prioritize your time more effectively is one of the best ways to manage your time better and get more done.
If you're feeling busy but unproductive and want to free up more time, improve your time management, and achieve your goals faster, schedule a free 30-minute clarity call with me to see how I can help.   

                      Reference

You acknowledge your source in your writing by referencing them. You can avoid plagiarism by including references and supporting your claims.
The two most common aspects of referencing styles are: 
     -Your text must contain citations whenever you reference a source.
    -The conclusion of your paper should contain a bibliography listing the full details of all your sources. Source information is presented differently according to each referencing style. While some authors cite their works in the next with footnotes or endnotes, other use brackets in the text to indicate the author’s name and date of publication. Italics, capitalization, and quotation marks are used differently in each style of the references list.
Types of referencing:
1. Books with one author
2. Books with 2-3 authors
3. Books with more than 3 authors
4. Books with later editions
5. Classical texts
6. Chapter in a book
7. Journal article 
8. E-journal with DOI
9. Newspaper (print or electronic)
10. Online newspaper 
11. Market Research Report
When should we use text reference?
   It is recommended to use text quotes whenever you quote from or paraphrase information from a source (such as a book, article, picture, website, or video).
What do you need to complete full references?
1. You need to provide
2. Author’s surname and initials
3. Date of publication 
4. Title of book, paper, or article 
5. Place of publication 
6. Publisher
  
When should you include references?
  When you are inspired or extract certain information about a certain topic directly from the author. The source can be purchased from anywhere: youtube (video), books, newspapers, reports, etc. Otherwise, you will be charged with plagiarism when you do not justify the reference to where you obtained the information.
References are to prove where you got the information from and not to be accused of plagiarism. The module give me some headaches because was very complicated. I didn’t do before references but is very complicated because we need to be very careful when we write references. Sometimes is easy because we find everything to write references but sometimes not because didn’t find who write the article from where you were inspired or the date of the article, is just the website name, and this makes it harder to write references.
When I need to write references I still accessed google to look how needed to do references because is the most harder module. I choose to write about this module because I still don’t understand why you needed the references and remaining for me the most harder module.


            Reflection
Reflection entails students becoming aware of their thought processes and being able to make those processes visible to others. Reflective writing demonstrates reflective thinking. 
The usually reflecting demonstrates is:
1. Considering something in the past 
2. Analyzing an event or concept 
3. Consider the idea or event means 
Some sources of evidence:
     - other knowledge I have
     -goals for oneself
     -problems at work
     - application to other types of learning
     - scholarly theory
I remember from this module when Gibbs (1988) answer at “why reflect?” and he says: “It is not enough to simply have the experience to learn. Without reflecting on the experience, it is possible that it will be forgotten or that its learning potential will be lost.”
We learn three common frameworks which are:
1. Gibbs Reflective Cycle (1988)
2. Kolbs Experiential Learning Cycle (1984)
3. Driscools Model (1994, 2000)
Reflection helps us to see what we usually do in past and what we do these days. Help as to compare which person you were in the past and who you are now. I start to write reflection when we learn what is a reflection, this was in my mind but if I stay and think normally I started to write a long time ago.
Usually, I write in a journal everything that is happening in the day or what I do on that day or week. That’s helped me a lot to understand this module and to be easy for me to write a reflection. At the same time, I see who I was in the past and what progress I did until today and I know this is helping me a lot in the future.

          Speaking and giving a presentation

In week nine we did individual speaking and gave a presentation in front of the class. Was a big challenge for me because was the first time when I did something like this. We did a PowerPoint presentation about our indeed career. I choose to write about accounting technician because this is my dream job. I was confused because I’m not familiar with PowerPoint and I didn’t know how to use or how to write in PowerPoint. 
Step by step I started to do a slide after another slide. I started to understand how to choose a slide and how to write a title and subtitle, after this, I understand how to choose another slide but to put it together.
 The next step I do was to copy and insert a picture. I started to cry because I didn’t know how and I was alone, but after a few minutes I calm down and I started to think and understand how to do. To finish my presentation take me 2 weeks in total but I was lucky because my sister come to my house and help me with the slides.
The time went slowly and the day of the presentation came. I remember on that day everybody from my class was very nervous about the presentation. We prepare everything and we learn what we need to say but because was nervous we forget some ideas. 
Started the lecture and on the row, I was a five or six. My turn coming and I was more nervous like at the beginning. I started to trembling and I wanted to leave, but take my time, I calm down and started to talk about the presentation.
In a time of presentation, I forget what I learn, but I started improvising another idea in the same context. I talked for about 4minute and 40seconds, but I felt like an hour. When I finished I couldn’t believe it because I was very nervous and I thought I was going to fail, but I was wrong and I succeeded. This experience has helped me a lot and I know I am capable of many things, I just have to believe more in myself. I know I need to be more confident, if I pass this step, everything that will follow will be easier.
I choose to talk about this presentation because how I said at the beginning this was a very big challenge for me. After all the states I went through while doing the PowerPoint presentation I am very proud of myself first and foremost for everything I learned about how to use PowerPoint.
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