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1. INTRODUCTION.

In this report I will discuss about what I think are the four most important topics for me. Time management, organising study, public speaking and giving presentations and Gibb’s reflective cycle, starting with my first experience with the topic, description, feeling/reactions, evaluation. What I have learned in this course and how I use it in my day to day. I will first talk about my initial experience with the topic, the I will make a quick description of it, then I will do my own evaluation and analysis, and at the end I will be doing a conclusion, talking about my personal thoughts.


2. Gibb’s reflective model.

For a few years I began to reflect on what happened to me during the day and how to improve them, making better decisions, since many times I felt that I could have made better decisions. I finally started to reflect asking myself some questions like, why did this happen? What could I have done better? Since then, I feel that the decisions I take are often better than before, and that the experiences I have lived are beginning to be lessons for me. I have discovered the Gibb’s reflective cycle thanks to this course, and I discovered that there are many ways to reflect. I have started using it. It is a six stages cycle, and for me is a very good model to elaborate an experience or an event. All I do is ask myself several questions like, what happened? Why was I there? Why did I want to it to happen? Et cet. At my first times it felt quite strange to ask me such questions, but with the passage of time I have realized that this method of reflection was helping me taking better decisions. Thus far, things are going better and better thanks Gibb’s reflective cycle, although I think that sometimes I stress myself too much asking me those questions, and the results is not always what expected. Since when I have started using this reflective model things are going better and better, in both studying and personal life fields. 


3. Time management.

My first experience with time management started at school, around the age of 11, I had to organize my time to study, do my homework and be able to go out to the park with my friends, but with the passing of time I found myself unable to manage my time as I would have liked, many times I left things to the last minute. Time management is the process of organizing and planning how to divide your time between different activities, the ability to get more done in less time, even when the time is tight, and pressures are high. To organize my time, I use weekly plans and organize my day to day with a to-do list with the most important task that I have to finish before the end of the day. Organizing my time has helped me a lot in the work area, I can better organize my tasks and be able to complete them before the end of my workday. In the area of studies, it has also helped me improve my performance and not leave everything to the last minute, meaning I feel a lot of stress for not meeting expectations. Since when I have improved my time management, above all I have more time for my hobbies, which is something very important to me, which is my way of being relaxed and with something that I like. I have improved my work performance and in the area of studies, organizing my time more intelligently, more productively, feeling less stress and with more opportunities to do the things that really matter, increasing the quality of my work.



4. Organising study.

My experience with organising studies began more when I was a high school student in Spain, which is equivalent to year 9 in United Kingdom. This year I had to choose what type of studies I was going to choose, between sciences or letters. At that time, I was not a very good student, since I did not organize my time well and I did not plan my studies, and that was one of my mistakes to have bad grades in the first term.  Being organised is key to establishing a productive study schedule and staying on the top of the increasing workload that comes with preparing for final exams. Effectively organising your study sessions will help to not only minimise procrastination but also ensure you use your precious time wisely (Holsman, J 2018.) Thanks to what I have learned these last 9 weeks of classes, I have improved my time management which has given me guidelines to better organize my study time, following these three questions that seem very practical to use, what you need to do? When things need to be done by? How long they are likely to take? By answering these three questions, I was able to organize my tasks from most important to urgent, indicating the delivery dates and keeping them in mind, organizing my time to be able to finish them as soon as possible, marking deadlines in a student planner, so I can organise my day to day and keep them in mind.









5. CV writing.

My work experience began at the age of sixteen in the family’s restaurant in Spain. All my life I have been connected to the world of hospitality. When I started working it was in the family’s business on weekends, so I had some experience since I have lived all my life in that work environment. I did not have in mind that the CV was important for my work life,  since I Had never needed to apply for a job. CV is a personal profile. It is a short introduction which outlines your personal characteristics, telling the prospective employer what kind of a person you are, the attributes and qualities that you possess and the work experience that you have. “A CV is a document aimed at convincing an employer that who you are, you qualification, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.” (Morgan, 1997, p.339)
In this course I have learned the importance of the CV in the work enviroment. The way to write one professionally to be able to sell myself better and be able to apply for the job position that I want to. Writing about my knowledge, attributes, skills, and others important things. Being brief, clear, and concise, no longer than tree lines or two to three sentences and evidence to support what I’m saying. Giving importance to my education and qualifications, my work experience, and important activities that I carry out, offering the employer what they request for the job. This course has helped me a lot when it comes to making an excellent resume, giving the necessary information and structuring it better, being more professional, giving me the ability to opt for that will give me work experience that I need to progress in the future.







6. Public speaking and presentation.

I never had any experience in public speaking or any presentation before this course. I am a very shy person and I do not feel very comfortable speaking in front of many people. Public speaking is a soft skill that requires excellent communication skills, enthusiasm. And the ability to engage with an audience. Soft skills are interpersonal skills that are less technical and more about how you interact with others.
In our first class I had my first public speaking, where we introduced ourselves individually, saying our name, where we are from, work, hobbies and what work we would like to do. Then we had some more interactions to help us feel more comfortable speaking in public, it helped me a lot to be calmer and relaxed, losing the fear of speaking in front of the public.
This was also my first interaction making a presentation, a presentation involves talking in front of a group of people to explain an idea, system, process, recent performance, forecast, or other topic. The person who does the explaining is the presenter and may use visual aids to help convey his or message more effectively.
What I learned in this class is to make an excellent presentation and the same time to make a good PowerPoint. Speaking naturally to the public, projecting my voice, speaking clearly and distinctly, highlighting important information, not reading the slides but explaining them, pausing to make it more enjoyable. I also learned that body language is very important for a good presentation, maintaining eye contact with the public, without turning your back to the audience, a relaxed posture and natural movements. I feel that these are very important guidelines that I have learned.
The day of the presentation I felt very confident but at the moment of presenting I felt very nervous, I think that the only way to improve is with practice and with all these guidelines learned in this course I know that in the future I will be able to make excellent presentations.




7. Conclusion.



Before starting this course, I felt a little nervous, since it would be starting to study after a long time, meeting new people, teachers, at  the  same time working, taking care of my children’s and keeping up with classes. But today I am very happy to have taken this step and be in this university, since it is the first step to be able to fulfil my dreams and goals. In this course I have learned many topics that will be very useful in my day to day. As a time management. I think it is very necessary in my life, having a more organized life, dividing my time better, to achieved my goals on time or in advance, having more time for the things that I really like and relax me.
Other classes that have also seemed very necessary for my day to day in the studies is, organizing study and public speaking and presentation.
I will use many of the methods I learned in my future courses, to have a better performance  and at the same time to be able to do more professional work and improve when speaking in future presentations.
I will never regret the decision of start studying again, after all, one day, all my hard work will pay off. (teambuilding, 2022).
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