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[bookmark: _Toc79677145]Introduction
In order to excel in my career in the future I need to take care of certain skills, which are time management skills, referencing skills, and CV writing skills, and those are discussed below. The plan of action has also been discussed. Gibbs's reflective model has been used to describe each topic to understand my own preference and learning of the topic.
[bookmark: _Toc79677146]1. Time management

Description
Time management skills are very important to perform any task in a proper manner. Time management skills are also required to save time and complete a project on time, prioritizing goals is also important (Alias et al, 2019). I think this is very necessary in order to score good grades. I understood that submitting a project on time is very important as this will reflect how efficient you are and how serious you are about your project. This will also help me later in any career path that is chosen by me. As for any profession, completing a job on time is very necessary. For example, if you are a chef, you have to prepare a food item on time. This is important in order to be efficient and also satisfy the customers. In order to do so, I participated in various activities like completing jigsaw puzzles on time, completing projects within time, and also that I took various online classes to improve my time management.
Feeling 
I feel that time management skills are very important for any person and for any career path that I will choose in the future. My time management skills are not that good. I often fail to understand how I should manage time and this leads to late submission of my projects. I have to improve my time management skills so that I can improve my efficiency and also submit any project on time. This will enable me to improve my grades in the university and also help me in my career later. I feel that time management skills are also important for the development of one’s own personal development. A punctual person will always be at an advantage and this will improve his personal skills. Moreover, a person can learn new things if he can save time and manage his time efficiently. At the beginning of the semester, I could not understand how I should manage my time and this resulted in my scoring bad grades. For this reason, I will take initiative to improve my time management skills.
Evaluation 
The importance of time management in the life of a student is very important. Effective time management results in completing work before time. It can also result in completing more work within a short period of time. This is essential for any student. In this way, a student can complete a piece of work before time and will have ample time at hand to learn something new. Learning a new skill or any different language is always beneficial for a person. This will also help him later in his career path and also enable him to achieve his goals on time.
Analysis
I found that with effective time management skills I could finish projects on time. Time management skills help a lot in managing time well so that I could finish everything on time. I also felt that if I could manage time efficiently I could learn a new subject or a new language that would help me in the future. I felt that gaining time management knowledge by reading articles and books helped me a lot in developing my time management skills.
Conclusion 
I observed that I need to develop my time management skills a lot better. For this, I have decided to read articles on time management. This will help me to utilize my time efficiently and this will help me in my future career. To manage time efficiently, I could get up early and start my day early so that I had enough time at hand to do other things. I could also manage time efficiently and finish projects that are given to me to do on time. This would result in my scoring good grades and also I could have more time in hand to develop my other areas of knowledge.
Action plan
I feel that I can develop my time management skills by starting the day early. I often start my day a little late and for this, I have to get up early. I will read more articles and books on time management and this will help me in developing my time management skills. I can also watch videos on the internet so that I can improve my time management skills and also develop my grades. I learned from my university classes that time management skills are extremely necessary in order to succeed in the future.
[bookmark: _Toc79677147]2. Referencing 
Description
Referencing is the process by which a source is provided for any information that is taken to complete an assignment. Referencing is a very important part of any assignment. It helps the teacher to know from where the information has been taken and evaluate the assignment accordingly (Gravett and Kinchin 2020). It is also very unethical to source information from a site and not be given proper credits for the assignment. In the learning module, I have learned that referencing is very important in order to complete a project on time and this also enhances the importance of the project. Therefore providing ethical sources of information is very important for a project. I also performed activities like referencing various papers, searching authentic references within the given time, and more which helped me to gain proper insights on this topic.
Feeling 
At the beginning of the learning module, I was very unconfident about referencing as I could not understand how I should provide referencing for any project. This was my weakness and I struggled a lot to provide ethical sources of reference. There are different styles of referencing and also there are different sources from where the references can be gathered. One is the scholarly source and the other is the nonscholarly source. In the beginning, I could not understand the difference and often struggled a lot with that. There are also different styles of texting that change with the styles of referencing. There are various referencing styles; the different styles of referencing are Harvard, APA, MLA, etc. (Dugartsyrenova, 2020). I feel that I can improve my referencing skills by my research skills. By researching the various styles of referencing I can improve my referencing skills.
Evaluation 
At the beginning of my classes, I was not very good with referencing. But the good thing that happened was that my peers helped me a lot with my referencing part. This enabled me to understand how to do referencing better and also it improved my research skills. My professors also helped me with referencing. They helped me to understand the various types of referencing and what is the correct way to format them. This enabled me to gain knowledge about referencing and also it helped me to conduct my assignments with efficiency. The grades that were decreasing due to the lack of my efficient referencing skills increased considerably and I was able to reference my assignments correctly.
Analysis 
I observed that at the beginning of the module I was not that good with referencing and that hampered the quality of the assignments that I was doing. In the beginning, I felt very confused and I was scared as I could not understand what the various types of references are and how I should go about it. Later my teachers and my peers helped me to understand the various types of referencing and eventually I got better at it and I could finish my assignments properly. My peers helped me a lot in this and eventually I understood how to do referencing.
Conclusion 
I understand that referencing is a skill that is not very difficult and you just need to focus on the various type of referencing so that I can reference properly. In order to improve my referencing skills, I could have paid more attention in the classes that were held. This could have helped me to improve my skills in a better way. However, my peers helped a lot with this which enabled me to improve my skills in a rapid manner.  
Action plan
In order to improve my referencing skills, I will research the subject so that I can gain in-depth knowledge on the same. I will attend more classes and listen to my professor carefully so that I can learn the different types of referencing properly and this will help in improving the quality of my assignment and it will result in better grades. I can listen to what the professor is saying and this can improve my knowledge in the particular matter. I can also read books and articles on referencing to have a clear idea and I do not face any problems further.
[bookmark: _Toc79677148]3. CV writing
Description
Creating a good and remarkable CV is very important in order to get a good job. A CB provides the first impression about a person and within a very few words, provides information about the person and what are the qualifications of the person. If it matches with the requirement of the job role the person might get selected for that job. Therefore the CV creates an impact on the recruiter, therefore it is very important to create a CV efficiently.
Feeling 
I feel that creating a CV is important in order to gain the attention of the recruiter. In order to get a job, creating a good first impression is important and that can be done with the help of a good CV. Selecting words carefully and effectively for the CV is important. I feel that my CV writing skills are very important are very good. I can write a CV very efficiently which can create a good first impression of me. There are some techniques of writing a CV, the points need to be precise and the choice of words should be formal and it should ring a bell so that it catches the eye of the recruiter. This will provide success to the CV and it will have better chances of getting selected. 
Evaluation 
In writing the CV, the points that will be mentioned in the CV should be precise and to the point. I think that I can do that very well and writing a CV is one of my strong points. This will help me in getting a job in the future as the importance of a CV is immense. It creates an impression and if the writing is good and the description fits the job role, I might get selected for the job. Therefore, writing skills are extremely important for writing a CV. The proper writing skills create a good impact and impression on the recruiter which will enable me to get selected.
Analysis 
I think that writing a good CV is important especially in times like this where everything is dependent on technology. The recruiter will take a look at the CV and if it matches the job role, the CV will get selected for this, writing skills are important. In order to improve my CV writing skills, I can use various CV templates that are available on the internet and use. I can also watch various videos so that I can write my CV in a better way. 
Conclusion 	
I learned that for developing my career and to secure a job in the future, writing a proper CV is very important. During the module my teachers helped me a lot in creating a CV and my peers helped me in creating a CV. They gave me proper tips so that I could improve my CV writing skills. I think that if I can improve my writing skills a bit better. It will enhance my CV writing skills in a lot of ways because to write a CV, writing to the point and at the same time describing everything that you are good at is extremely important.  The experience that I have should also be mentioned properly. Thus, I have to keep all these things in mind while writing a CV.
Action plan
To write a CV properly, I will take the help of templates that are available online so that I can get an idea of how a proper CV is written. I can also watch some videos on YouTube that explain how a proper CV can be written according to the job role that I want to apply for. This will enhance the quality of my CV and will help me in gaining the attention of the recruiter. The next time that I prepare a CV, I will take the help from these sources and do it differently so that my CV writing skills are enhanced in every way.
[bookmark: _Toc79677149]Conclusion
It is evident that I need to improve my time management skills and also my referencing skills so that I can improve myself in academics and also my future career. This will enable me to secure a good job in the future.
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