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INTRODUCTION


In this report I will be talking about the topics we learned through this module, how difficult were the topics to understand and analyse them so we can eventually practice them with the purpose to understand and know in which situation we can apply them, here some of the ones I chose to talk about it:


· Time Management


·  Paraphrasing


· CV writing 


· Presentation Experience 


 Firstly, in this report I will be using the Driscoll’s Model in order to organize my ideas and write the report.

At the beginning, I will be sharing a small introduction and meaning of each topic so you can understand and evaluate the situation I’ll explaining. 

After, I’ll share my experience where I was able to apply each topic how it did help me and how different I used to face the situation without the topic knowledge. 

Eventually, I will explain which is my current understanding of each topic and I will analyse and explain from my point of view which part of each topic I will need to put more focus in order to improve and fully understand all the topics. 

Finally, I will be giving a conclusion of my understanding on how the topic has helped on my day activities and improve my activities at university.













Time Management


Time management is to be able to manage and planning how to split your time between various activities. If you execute it correctly, you’ll find that you work more efficiently and easy to complete more tasks in less time, even under time constraints and heavy pressure. Here some of the main benefit of Good Time management 

· Increased effectiveness and productivity.
· Less stress.
· More chances to fulfil your personal and professional objective.
· Greater potential for advancement.
  
My own experience about time management has change a lot since a start this module and a saw some main changes in my daily activities for example: I am able to finish most of the activities I decide for the day, I don’t struggle to much with leak of time and I am able to manage my time in order to have some free time for myself.
Before to start this module, I was always struggling with my time managing and it was very difficult to me to finish most of the activities that I was supposed to do in the day. Especially because I have some serious problems with keep my focus on the activities that I’m doing in this moment, and I tend to get distract too easily with another stuff and most of the time I used to lose notion of time and when I realize all the time, I was supposed to use for the activities it was gone. So, since I start the module the teacher has shown me some tips and activities in order to improve the time management such as: 

· Focus on result

· Have a lunch break

· Prioritise important task

· Make a list of what you want to have done by end of the day 

Since I started to apply all this tips to my daily basis, I can see a big difference between the time that I used to take to finish something with the time that now I use to finish most of my activities.
Also is important if you work in any kind of position you need to make sure that you can finish thing on time because one of the main characteristics of a good worker is punctuality not only of shift but in the time to finish their jobs.

However, I had improved my time management and I can see the difference between now and before. I also think there is always something else to improve. And I need to put more focus when it comes to time management because I’m not used to have things done on time and if I don’t practice all the tips that I have seen on class, I could be back on not be able to manage my time, so is very important when you are trying to improve that you practice enough that you get used to it.




PARAPHRASING



Paraphrasing is introducing thoughts and data as would be natural for you and recognizing where they come from. By utilizing your own words, you show your comprehension and your capacity to convey this information.

Main tips to paraphrasing:

· Start your first sentence at different point from the original source 
· Use synonyms
· Change the form of words
· Change the sentence structure


Paraphrasing has been a tool that has help me to make easy and report. Since, I was at school I was always struggling to make easy not because I couldn’t understand the topic, or I didn’t know anything about the topic, but I didn’t know how to put in order my ideas and how to structure it, but paraphrasing has help to understand how to organize yours idea in order to make people see your point of view.

 Also, in this module we have seen how, why and when to use this tool because before I didn’t know when to use. Now, I understand that in certain situation this tool is useless for example in this essay because the main point is to show people how all of this topic has helped you to improve and you need to show and talk about your own experience, not other ones. 

One of the main benefit of paraphrasing that has change my student life is; in order for you to be able to paraphrasing you need to read and understand the topic first, so is also a tool that help me to improve my strategies to understand certain topics that I couldn’t understand at class, also paraphrasing has make me to develop a new technique of writing and amplify my vocabulary in order to make essays for example. 

Although, paraphrasing shouldn’t be a tool that you always sustain to it, as I said before there are some cases where you will have to use your own words and explain from your point of view, and that cases you can’t use someone else words. Also, I think I’m very good when it comes to use this tool, but I think I will need to sometime stop using this tool because it does help you, but it can make you a lazy person if you only paraphrasing.








CV Writing



The CV is a very important topic for everyone. Firstly, I will start to give a small meaning of introduction so you can understand my own experience in this topic.

A CV is short, composed rundown of your abilities, accomplishment and experience which connect with a job you need. You use it in the principal phase of going after positions.

In this module we have seen how to make a CV and what is the important things that you need to focus on your CV, in my own experience before the module I did have little knowledge of what is a CV and how to make one but before I didn’t know the most important thing that you should focus on your CV because is important that your CV is very good and not too long and boring because the recruiters usually spend between 6-8 second looking at your CV before they decide whether you are suitable for their vacancy or not.

 Through this module I learned some techniques how to write it, also is very important that I didn’t how you should organize your CV because there are so many ways and I learned what is the important information that you want to communicate. After I learned I can now see the most common mistake I have on my old CV for example:

I used a lot of words and I used to make long CV of 2 pages because I thought that if everything it was very good explain and with details will make them thing that I’m the perfect person for the job, now I realize that you should try to give the most information in less possible text.

Another common mistake that I can see now is that because I used to focus to much in appearance of the document and not as much in what is inside, this is terrible mistake because the most important is what are you trying to communicate.

Nowadays, I understand a CV and the main thing you need to put in, and I have been trying to improve all my mistake, also I’m trying to put more focus on the content than the look.
I think CV is something everyone should know about it and understand because is going to help you in your entire life.












Presentation



A presentation is a means of communication that can be adapted to various speaking situations, such as talking to a group, addressing a meeting or briefing a team.


I think one of most strong qualities that I have, is the ability and the confidence when I do presentations, in this module we had to do a presentation explaining our skills I had to investigate and study new ways to improve my presentation skill because as I said before I’m very good but there is always space to improve I can say I’m very confidence but  when I get nervous I tend to make mistake like everyone.


 When I did my presentation, I didn’t have too much problem with the slide, my IT skill are very good I don’t struggle but, the thing that I had to change in my slide is to avoid put too much text and make long paragraph, it used to make my presentation slide boring and impossible to read. 
However, the teacher shows me how to use some tool in order to make your slide easy to understand and not boring for example in my experience I use bullet point what is a good because I can put ideas, and in this way is easy to read and can be complement with the speech you are giving. 
Other feature that I used on my presentation is support from images is very easy and, I needed to make sure I was clear on the speech because the images it wouldn’t help if the speech wasn’t clear. 


However, my presentation was very good, and I didn’t struggle too much stuff, I did some mistake and I think the main one was I did speak too quick sometimes because I did too much topics and slide for the time I had and I was scared that the time was finish without all the topics cover, I will need to have more preparation and practice so when I present I will make sure have enough time. Besides that, I think I was very confident and clear with the topic and the teacher information and feedback was very helpful, now for the next presentation I will take more detail on the time of the presentation and the speed of my speech, my experience in this presentation was really enjoyable and now I can see where I did some mistake however I think my level of confidence did help to make a very clear and not boring presentation. 










Conclusion


As conclusion, I think all the topics that we cover through this module was very clear and very helpful not only for the career that I’m choosing but for the daily activities that I go through. 

I am always looking to improve on anything I can, and these topics help me a lot in my daily basis and I came to the conclusion that because of the teacher and myself now I can see some mistake that I was doing on most topics and now that I understand I will try to improve and make sure to use all the new tools I learned and I will apply for the future. 

I will conclude saying that the most important thing that I learned through this module is that I improve my ability to understand topic and realize when I do a mistake.
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