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[bookmark: _gjdgxs]Introduction 
Learning is a process that starts from a very early stage and it is a continuous process. Individuals gather knowledge from academic studies as well as from their surroundings.  Knowledge is gathered for the development of personal and professional careers. Time management is very important for academic success. It helps in planning and organising time and dividing in such a manner that it is utilised in the best manner. Students have to complete their whole syllabus, projects, and assignments in a particular period. Deficiency of time and improper structuring has increased the stress level (Hloba, Isaeva and Karmazina,  2018). It helps to complete more within a less period as it increases the focus of the students. Students can increase their efficiency without wasting their time. Apart from time management, students should give importance to organising studies, developing academic writing skills Public speaking and giving presentations. This report aims to give a reflection on time management, organising the study, academic writing and public speaking and giving presentations by using Gibbs Reflective model.
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[bookmark: _1fob9te]Gibbs Reflective Model
Stage 1: Description 
Time Management- During the first day of the session I was struggling to complete my task within a specified period. Completing my syllabus, assignments, and projects all just messed up. It was tough to manage my time. In the session, I understood the importance of time management. Time management is the skill to plan, prioritise work, scheduling and prepare well for exams and it is much needed for academic success (Jinalee and Singh,  2018). It was taught that it is important to set goals. Without this, it is impossible to manage time well. 
Organising Study-Apart from time management keeping the study space organised is also very important to focus on the studies. Disorganisation may result in losing a few important notes and assignments. So it is very important to organise study as well as the study space. Making a well-organised routine is a good habit and helps to organise studies. Besides this gathering, all-important study material such as pens, notebooks, pencils, erasers, and calculators is also important. 
Academic Writing- Writing is one of the most challenging tasks and most students dislike writing (Senel, 2018). During the session, our guide taught us the importance of academic writing skills. The most significant way of expressing oneself is through writing. In academics, its importance is well mentioned. Just writing a few notes and essays does not mean that the student has a good command of writing. 
Public Speaking and Giving Presentation- Another important topic that was covered in the session was public speaking and giving presentations. Communication is the way through which we connect with different individuals. Public speaking builds self-confidence, develops communication skills, enhances leadership skill, improves attitude and reduces stress. It was also taught that public speaking helps in improving classroom activity as the student speaks better. 
Stage 2: Feelings 
Time Management- Before the session, I was feeling nervous about wasting my time attending the session and I was thinking about how to manage my studies. When my teacher started the lecture I felt yes I am going to learn something that will help me in managing my time and studies. While the lecture was going on and the teacher was talking about the consequences of not planning and managing time well, I relate to the situation. Also, the stress he mentioned is a fact and during exams, I feel the stress of not completing my syllabus.
Organising Study- When the teacher started talking about this topic I felt the real importance of it. Finding well-organised plans and strategies is a real challenge for students (Ilonga, Ashipala and Tomas, 2020). The organising study is not only organising books but at the same time organising all the stationeries also. 
Academic Writing- The session helped me in understanding the true meaning of academic writing. I learned the correct way of academic writing and its difference from general writing skills. I realised that by developing this writing skill I can succeed in my professional career. After attending this session I will surely concentrate on developing my academic writing skills. 
Public Speaking and Giving Presentation- Public speaking was not so important for me and I concentrated more on reading and writing skills. The way the teacher presented in the class was really helpful. Before attending the session I have so many questions about how to improve public speaking and what is the importance of it?. Now I feel improving my speaking will help me to develop my communication skills which are much needed in my professional career.
Stage 3: Evaluation 
Time Management- After attending the session, so many questions came into mind how to implement the learning in a practical field? How to approach this further? We then decided that the first thing that we have to decide is the goal and fix the priority. This will help to plan well. But the most important question is how to execute it well. The answer to this is making a well planned routine keeping in mind all the essential priorities. The free time can be used to collect all the useful information and also it can be used in reading more related books that will improve learning. 
Organising Study- This will help in improving studies and help to understand the importance of working in an organised manner. Further, it was taught that sitting in good posture will be helpful for healthy living (Jalal and Murray, 2019). Also organising study space will help get all the essential stuff easily and whenever needed. It will also reduce stress and make studies organised. I try to follow all the recommendations given in the session. Higher education institutions must not focus solely on educating, but they should also generate strategies that match the organisation's skills.
Academic Writing- This is the area I have to give more concentration. It will help in future development and I believe I can present myself in a better way. The session was good but it would be better if there would be much clarity about how to develop the writing skill as much concentration was given on the importance.  Some Academic writing programs are designed to enhance writing skills (Boyle, Ramsay and Struan, 2019). Students can join that program to develop this skill.
Public Speaking and Giving Presentation-  Fear of speaking in public is the most common thing ( Chollet et al.,  2018). This part attracted me more than any other topic. I think the development of public speaking skills will boost confidence and anyone can express themself in a better way. Also, it would be easy to understand the classroom activity. Here also much concentration is given to the importance of it rather than showing the path to develop the skill.
Stage 4: Conclusion 
Time Management- It was a great experience and I will try to follow all the instructions that were taught regarding time management. I found that because of my inefficiency in time management skills I was unable to complete all the portions on time. It will be better for all the students to understand the importance of time management. Also, plan well, set goals, make a priority list and then complete the process on time. This will bring success in both professional as well as in personal life.
Organising Study- It not only covers study only but at the same time the place of study. It must be clean and kept in an organised manner so that whatever is needed will be available on time. Further will help in living a disciplined and organised lifestyle. Everyone should try to improve this skill and live a disciplined lifestyle.
Academic Writing- The first and foremost thing that everyone should try is to write in a focused and planned way. Also, try to write in a structured and formal style and tone. Enhancing this will allow students to convey in a better manner. Also improve the understanding level, analytical thinking and research skill.
Public Speaking and Giving Presentation- Improving the oral communication skill and presentation skills will enhance the students speaking skills. They can involve themself in many academic activities. Improving speaking skills will enhance professional skills.
Stage 5: Action 
Time Management- Next time when I attend such a lecture I will try to give more attention and will try to note down every point that will be important.  It is important to carry out a daily routine (Afsaneh et al., 2019). Time management is a vast topic and its importance is beyond imagination. My full focus will be on utilising every time that I have in hand. I will devote a few minutes to making a versed routine and think of how to implement this routine.
Organising Study- Disorganisation will impact directly the studies and grades. It will be better to give full focus on organising study and the space of study. Moreover, I will try to keep all notes in a manner so that I can use them whenever needed. Also after studying the place should be cleaned up and things to be kept in their proper place. Arranging the study in an organised way will improve the grades and will be helpful for personal and future success. 
Academic Writing- Things that I believe are to write more and more. This will speed up the writing skill and at the same time develop writing skills. Read more and while reading tries to find new words that will increase the word stock. Also, sticky notes can be used to write important notes. 
Public Speaking and Giving Presentation- Last but not least I will improve my public speaking skill. The first thing that I believe is to listen carefully. I tried to understand and listened carefully to what was taught in the session. Sometimes I am not very comfortable expressing myself but I have taken it as a challenge. This will boost my confidence and will bring success.
[bookmark: _3znysh7]Conclusion
In the end, it can be concluded that to get success in an academic field students must develop time management skills, organising skills, writing skills and public speaking skills. Time is very precious and should not be wasted rather utilising it positively will be helpful for every individual. Organising skill is not only important in academic success but also important in personal and future career growth. Academic writing is different from general writing; it is professional writing that needs to be focused and should be in a formal manner. Communication is an essential element in everyone's life and it can be improved by improving public speaking skills.
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