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In this report I am going to be talking about 4 topics that I learned in class: Time management, academic writing, Paraphrasing and Summarizing, and public speaking and giving presentations. I am going to explain and reflect on the experiences that I had in class and the challenges that I needed to overcome to get to where I am now. I will also explain how this learning will have an effect on my future career and how it will help me achieve my goals. For that I am going to be writing using Gibb’s model of reflection.
[bookmark: _Toc92186794]
Time Management:

I remember starting this course with a time management lesson, where the lecturer gave us a series of tools that would help us organise ourselves whilst studying for this course or on our daily lives in general, to help us balance the timings of them both.

The first step for a good time managing is to acknowledge how do you spend your time and reflect on how you waste your time, as Chapman (2021) says. For that and as a first activity for our class, I did a weekly schedule, where I could identify which are the most important duties and how I could work on my bad habits to stop wasting my time with unnecessary activities.
Once I did that, I tried to implement some of the techniques that I learnt from Cottrell (2019) such as try and understand how I use my time now and how would I like to spend it in the future. She states that Planning is a key, for that, there are a series of very effective tools such as Daily planners, Smart apps on your iPhone or to do lists that you can complete to keep track of what to do. She also taught me to stick to the plan that I do and manage my procrastinations. This is one the main habits that you need to keep if you want a successful study, to help with the stress of the deadlines and to have a balanced study/work and social life. 

Other technics that I learnt, and I tried to implement in my daily life that were very helpful were the Eisenhower method and the 20/80 rule, which helped me understand which are the most important duties and the most urgent so I could get the biggest done first and keep disciplined until I finish before moving to the next one.

After this lesson, I realised the importance of directing the effort appropriately and efficiently to reduce time wastage, as I am not the most organised person in the world. The most challenging part for me was to stick with the planning that I did previously, as I always tend to procrastinate my time with less important activities. Going forward, I decided to establish the habit of planning as it will help me with my time managing, not only with the studies but in my personal and professional life.
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For a good academic writing, formal English language should be used. It should be unbiased, and all claims should be supported by relevant evidence. It also should be planned, and the understanding of the subject should be demonstrated. (University of Leeds, N/D)
The start of the lesson was going back to basic Grammar and language analysis. We learned how to differentiate the four sentence types (Simple, compound, complex and complex compound) and the four sentence problems (Short, overlong, Run-on, and Sentence fragment). I remember going through this in class back when I was in high school in Spain, so that made it easier for me to understand, despite being in a different language. Although some parts of the class I found very time consuming, overall, I found it very important. As MacMillan (2017) states, grammar provides the rules for common use for written and spoken language, in order to understand each other. Moreover, is essential for a good report writing.
Another lesson that was very helpful to help me create a good report was the use of connectors. ‘Broadly speaking, conjunctions and connectors describe the relationship between two statements.’ (Yale N/D). I leaned various kinds of sentence connectors and Linker examples, which allowed me to express my thoughts in a better way and helped me have an enriched vocabulary.
In Academic assignments there are various Types of report writing. On this case I am using reflective writing. This type of writing is different from traditional assignments because I am not expected to maintain personal objectivity, which allows me to express my own emotions, actions opinions and experiences. To be successful, the reports should contain a great level of critical analysis (Ivory Research N/D), this time to accomplish the goals of my report I am using the Gibb’s model of reflection which ‘starts at Description and then continues clockwise to Feelings, Evaluation, Analysis, Conclusion and ends at Action plan, to finally return to Description’, As Mulder (2018) says.
I have never written a report before, therefore obtaining these skills enabled me to gather the necessary information to use a good grammar and develop the ability to write this essay. In my experience, this will help me in the future to be able to write other academic documents, whether I decide to keep studying after I finish or, if I continue my career into Retail Management.
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Following the previous lessons and to succeed at report writing, the most important thing is to read and get the knowledge that allows you to elaborate your work, getting ideas from reliable and relevant sources and other publications. The first thing to take into consideration is Academic misconduct, more specifically Plagiarism. ‘Plagiarism is presenting someone else’s work or ideas as your own.’ (University of Oxford, N/D). In order to avoid Plagiarism there’s a series of techniques that will help you do that. 

As read on (University of Hull, N/D) the first tool you can use is Quoting, where the exact words of others are taken alongside in text citations. This is sometimes important to do however, it shouldn’t be used often as it can be an indicator of you not understanding the information given.
Another tool that is very useful is Paraphrasing, where you put someone else’s ideas in your own words. Usually, a few sentences are paraphrased rather that entire articles. To succeed at paraphrasing, sentence structure rearranging is considered as well as the use of synonyms and other key words.
Finally, Summarising, where only the points of more importance are taking from other pieces of writing and are explained in your own words avoiding minor detail, always being the summarised text significantly shorter than the original and stating that you are summarising other people’s work i.e. According to Evans…; As stated by Evans…
Furthermore, Kimmely-Smith (N/D) argues that the correct use of these tools empowers your research and your presentations. It shows that you understood, and you are able to express the knowledge of your field.

This was probably the most interesting class for me, as I had no previous knowledge of this matter. The lecturer stressed enough to make me understand the importance of the acknowledgment of academic misconduct and how to avoid it. I found it rather interesting to see how writing a piece of academic writing works. As a very curious person, obtaining the knowledge of these techniques made this experience in class personally, very enriching. In addition, going forward I will use in order to success as a student or when wanting to write a document backed up with evidence and most importantly, to become a good researcher.
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As stated by the Mind Tools contents team (N/D), there’s various scenarios in our lives where we will need to speak in front of an audience from time to time. This could be in class in front of our colleagues, online work meetings or even speaking to our customers on the shop floor. 
If you have Good public speaking skills, you can obtain new opportunities, of which could also help you in your personal life. Having these sorts of skills are a self confidence booster, whether you are giving a speech on your best friend’s wedding, or you are reciting a poem to your loved one. 

Mrs North (2020) once said that a presentation can make your palms sweat. The best ally you can have when giving a presentation is preparation and practice. Make sure of what you are doing and know your material. Some tips that she gives and helped me through the process of the preparation of my presentation, were knowing my audience and making sure that they would understand what I was saying. Also, let my personality come through using a bit of humour and a personal anecdote. Another good tip is to not read unless strictly necessary and make sure that everyone can hear you when speaking.
Once I learned that, it was time for me to start researching for the topic of my presentation, which I found a bit challenging as I never asked myself what I would like to do in the future, or in this case, once this course was finish. Nevertheless, this allowed me to ascertain what were my strengths and my weaknesses, to then discover what was I good at. 
I compared various websites with the skills that I already have and also what I could do with the skills obtained in this course and I came to the conclusion that Marketing would be a good Idea for me, as this career possesses some of the attributes that I am looking for, such as, a good salary, weekends off and an office job that allows me to still deal with customers being sales driven but at the same time letting my creativity shine through.

I remember when preparing for the presentation I felt anxious, as I never spoken in front of an audience before. The fact that I was also being watched by the lecturer and being marked on the work that I was about to present, made me feel a bit judged. This might also be due to my personality, where I tend to overthink and that may lead to overstress before an event. Afterall, the presentation went better than what I thought. Obviously, I felt there was room for improvement, but once I started speaking and I realised that I felt comfortable with the subject I had, the nerves started to calm down and I felt more comfortable, allowing me to go through the presentation with a bit more personality and being able to smile and interconnect with my classmates, forgetting that the lecturer was giving marks for my work.
[bookmark: _Toc92186798]Conclusion:

It wasn’t an easy decision to start studying again, after many years working on my career. Prior to my enrolment on this course, I was feeling unmotivated and I really wanted to challenge myself and set some goals that would help me accomplish a better life.
In this course I needed to confront some obstacles, such as studying in another language, of which I have never done in the past.
As a full-time worker and now also a full-time student, the main challenge for me was time.
 I am very grateful to have learnt techniques that helped me with my poor time managing and I was also able to go back to basics in grammar and learn new study and writing techniques that allowed me to write this report and to use of them in future assignments. I am glad that I learnt to face and overcome the fear of speaking in public. Most importantly this set of skills and the learning on this course gave me enough confidence to go forward accomplishing my goals and obtain my desired career.
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