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Introduction
This report is about my skills which i received learning this Module and how it will be useful not only in my future career but also in my life.Writing this report,i expressed a level of my skills.I will use Kolb’s model of reflection (1984),which is a structured process and which examines and explains my learning process.I applied this model to each discussed topic such as,Time Management,Academic Writing,Paraphrasing,and Referencing.Also i described how these topics will be useful in my future career as i want to be a social worker.Kolb’s model of reflection (1984) is composed from four Cycles:
· Concrete Experience
· Reflective Observation
· Abstract Conceptualisation
· Active Experimentation
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Time Management
· Concrete Experience
Prior to my studying at the UWTSD,i have never concerned myself with any orderly and routine management of my time effectively.It was so for two reasons.Firstly,i was of the view that i knew enough about time keeping so,i was convinced that i am a good time manager.Sometimes i planned my days,but not regularly as i have never thought that i need to learn how to do it properly.Secondly,i have understood the importance of time management as a strategy to organise my daily activities.After reading the book “Time Management”,Tracy (2013) i have changed my perception about time management.Not only has Tracy provided me with a clear understanding of the importance of time management but has also offered me techniques to use in the management of my time.
· Reflective Observation
According to Tracy,four factors are essential to good time management.These are determination,desire,decisiveness,and discipline.As a social care work is very hard job,therefore,i must wisely manage my time because it provides me high self-esteem,my productivity will increase,and i will be satisfied.In case if i disorganased i will not be able to resolve a lot of problems  and i can fail in my career.As the author advises i should regularly plan my day by the written list as it invests for my activity because so i can save my time and my energy.Moreover,this plan should be regularly updated,excluding all defects and mistakes.It is very important  because a social worker often works in different directions at work then,i need to prioritise and identify important and urgent tasks,considering also that i have administrative responsibility.To focus on prioritises will help me to be successful in my job.Tracy confirms that the successful people respect themselves and their future and daily written plan helps them do not act spontaneously.
· Abstract Conceptualisation
The author advises to adapt some techniques for effective time management.Tracy refers to Nancy Reagan,underlining that sometimes should say “NO” (Tracy,2013).Once it is practiced,after will become a habit.Also,the author advises to be guided by the question: “What is the most effective use of you time now ?” (Tracy,2013). That is also should be repeated constantly until it becomes a system.As the people are the greatest time wasters of all,should analyze before  to act if someone asked you about help.So,it would be useful to ask yourself “Would this be the most valuable use of my time,right now?” (Tracy,2013).Also very good advice for me is to imagine myself in a role of “earn machine”(Tracy ,2013), which earns maximum as it stimulates to be disciplined and to work hard on more tasks.So,adapting these techniques i can increase my productivity,reduce stress,and i will be able to look after my health, which is also an important aspect to provide people high quality care and support.

As the author confirms,is very important to avoid procrastination.”Procrastination is the thief of life” (Tracy,2013).So,if i will do my job in time i will be protected from failure and i obtain a success in my career.To avoid procrastination helps to repeat the phrase:”Do it now”(Tracy,2013).So it is possible unconsciously to obtain a success.Also it is important to develop a sense of urgency,considering that demands at work always change,therefore if i will be disciplined person i can obtain the best result in the shortest time.Also is very important at my workplace to avoid distraction,focusing only on my plan and follow it,developing the strategies and to adapt them ,that people do not distract me from my work and at the same time to speak with them by formal tone.Also the author pays attention to the connection between continuous self-development and time management and he says that a daily reading increases an ability to work,which also will help me in my successful career.
· Active Experimentation
I absolutely agree with the author that time management is very important,especially for a role of social worker.Before the class it was difficult for me to understand deeply about time management,but after my research and analyzing a lot of information it  became easier.But i still not a perfect time manager,then i need to learn more and to practice more.I also strongly agree with the author that without effective time management i will be unsuccessful in my future career.Especially i liked about this book the above mentioned techniques as advises the author.By his success he confirmed that time management is really one of the most important things not only in the working world,but  generally in the life.Then i should follow his advices and only so i will become a successful and a professional person.
Academic Writing
· Concrete Experience
Before enrolling at the UWTSD i have never paid attention how is important academic writing,but after a couple of lessons in the class I understood that it is very important for  self-development and especially in my professional growth.I started to research about it,collecting and analyzing information.While i researched i thought critically by developing and analysing an argument step by step.In my research i based on the opinion of the experts,evaluating and providing evidence.At the end, i summarized all details how it will be useful in my social worker career.
· Reflective Observation
As a social worker,i am responsible to write the official documents such as,reports,case notes,letters,emails,support plans.Then,i need to research and analyze a lot of information.Then i should to write by professional style such as academic writing.Academic writing is characterized by certain requirements for the structure of the text such as,formal tone,expression of a point of view
 on the specific problem.In difference from common writing where i can express my thoughts how i want without be concentrated on the specific problem.Moreover,i need to have an ability to analyse,paraphrase,and summarize.Also,i must have the ability to provide the references and to link the quotes because it shows a level of my professional skills.
· Abstract Conceptualisation
According to Johnson (2016) academic writing is requested to express the thoughts in my professional activity.For example,to write reports,care plans,inquiries in special form.Moreover,as a social worker, i need always to be updated to changing demands at work.Then,writing in academical writing style will help me to develop my cognitive abilities because it is very difficult process one of the main function of which is to make intensive analysis.My future job is very hard and includes too much paperwork.Moreover,this job includes a lot of bureaucracy.Also,having strong written skills i can improve a relationship with my patients and their relatives.Considering that there is enormous competition in a working world,i should distinguish myself from other competitors by explaining precisely why and how i want to help people.For this reason my written skills should be strong,which will help me to grow in my career.
· Active Experimentation
I absolutely agree with the experts that academic writing improves a cognitive abilities because i processed a lot of new information and after i summarized it.Before it was very difficult ,but now it became easier.Moreover,in addition to academic writing style also,i gained new referencing skills and now i can share them with my classmates.Moreover,i improved my English skills.Certainly,i need to learn and practice more because if i will have a lack of my written skills,relating to my future career,i will not survive a competition in the healthcare sector.
Paraphrasing
· Concrete Experience
Before studying at the UWTSD i have never known what it is paraphrasing and how it is important for my future career.But after the lectures in the class i understood that i need to consider it seriously.I have done my research work about a few articles of the experts and i discovered how it would be useful for my development and in my future career.
· Reflective Observation
According to the experts paraphrasing is a very useful activity because develops cognitive abilities.The principle of paraphrasing is to transform a context into an idea with the same meaning which it was at the beginning,but by you own words.It is a very important process to acquire new skills which are necessary for a social worker.Paraphrasing shows how was understood the context.I must distinguish paraphrasing from summarising because they are similar.During paraphrasing,i must modify the context by my own words,but summarising is characterised by presentation of the ready facts.
During a conversation with my patients i can validate their speech from different sides and change the context by my own words,involving them in an interesting discussion,because a good level of paraphrasing will provide me a positive feedback from my patients.Moreover,i establish trust and confidence with them and i can assist more clients.Also,being interested about discussion a person can share more problems without to be shy.For example,listening my patient i can repeat back his speech by my own words,gaining for it major respect towards myself and at the same time a person will be more open.Also,by paraphrasing a patient can validate if i understood what about he talking.In addition,good level of paraphrasing confirms a social worker’s perception.
· Abstract Conceptualisation
Paraphrasing helps to separate more important information from less important,that can help me to manage better my time.In social area paraphrasing is very useful for assessing and interviewing because shows a level of paraphrasing skills,which is important to acquire the trust and confidence of the persons.As many persons come from different social backgrounds,is very important to be careful with the choice of words,then for each person i need individually to use the correct words towards their understanding,retention,and their satisfaction.Also,i need paraphrasing skills to communicate with my colleagues,which is very important for decision making and assessment.
· Active Experimentation
I absolutely agree with the experts that paraphrasing is a very useful process because provides new written and oral communication skills.While i wrote this report,to paraphrase was very difficult for me,but now it became easier.Also,while i paraphrased,i have spent a lot of energy,it was like a gym for my brain.At the same time i improved my English skills.I know that i need to learn and practice more to paraphrase quickly and to have a good quality paraphrasing because it will be very important for my successful career.
Referencing
· Concrete Experience
Before i started my class i have never known about referencing,not considering the importance of it.When i researched information i have known that the referencing is about who writes the books or the articles,when it was,what is the title,and where it was published.I have learned that by referencing i can recognize the work of the experts that spent the years dedicated to research about a specific topic.I have done my first referencing for my Presentation about my future career as i want to be a social worker.The second referencing i have done when i wrote this report about Time Management and i discovered that the author has spent almost thirty years to confirm an accuracy of information about it,moreover,due to it he became a successful and famous person around the world.Writing my report about academic writing,i discovered that referencing is a part of academic writing.
· Reflective Observation
According to the experts good referencing represents a researched work in the best way.Usually are used Harvard and Vancouver styles.Presenting referencing in my report i demonstrate which is my own opinion and which is the opinion of the experts and how i considered the original information.For example,writing my report or care plan i need to provide the confirm that this information is true and based on the opinions of the experts,so my report will be considered as a professional.
· Abstract Conceptualisation
Social worker promotes social justice,human rights,and support patients and communities through advocacy.So, i need to research a lot of literature referring to law for protecting my patient in the court.For example,in case of discrimination or if they have complaints.i need represent my patients,demonstrating my written list strong referencing skills,especially when i will protect unable people as they unable to protect themselves.
· Active Experimentation
I absolutely agree with the experts that referencing is useful for my successful research as it improves my written skills,confirms that during my research i did not steel information,and will help my teacher to know where to check it.Also,it shows that i researched professionally,and i hope to get a good grade.Writing this report for my assignment I acquired referencing skills which i have never known before.Especially was difficult for me to organise all sources of information in alphabetical order.I understand that i need to practice more about referencing and to improve my referencing skills.It is important that i have already practiced and i will continue to do it because referencing skills is a part of my future job. 

Conclusion
I would like to say that the role of the social worker is very important in our society as it provides wellbeing support to people of all ages and social backgrounds and is a vital role in the UK.Therefore, I need to study,train more,and to do all necessary to develop and improve my professional skills not only to be competitive in a job market, but also to be competent enough and deliver high quality services to communities.I believe that this Module,which i studied will help me to be  professional in working environment,despite i have made the mistakes writing this report,but this is a new part of my life. Moreover,i believe that my personal life will benefit from my learning this Module. 
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Appendix

Effective time management is very important in the activity of a social worker.A good time manager takes into consideration the psychological characteristics of people,working conditions and suggests more efficient work schedules.A good time manager is capacious to reveal in a person all his or her hidden reserves and can suggest in what way to increase his or her efficiency.

The process of communication between a time manager and a client is similar to a psychological consultation,in which he listens the persons,gives the  advices,advises on how to allocate time,how to prioritise,and how to plan a day.Thus,it helps to establish the labour process and minimize stress.

From a professional point of view,academic writing has the greatest importance in the world scientific community.Scientists from different countries sharing the results of their researches with each other on international online platforms.The language of each country has own characteristics.So,there is a risk of misunderstanding or incorrect interpretation of the scientist’s thoughts in the eyes of other researchers.To reduce this risk in a professional area there is a concept as academic writing,due to which scientific articles are brought to uniformity at the stage of writing and editing.

The main principle of academic writing is uniformity for scientific articles from around the world.For example,Arabs like to repeat the same thought several times in their writing.Japanese write openly,without discussing an idea from different angles.The British prefer to express their thoughts directly,and only after it, they develop and support them with text.To prevent these difficulties is used such discipline as academic writing as it helps to structure the text in such way  that the reader understands the author’s idea.

Paraphrasing is a technique of active listening.This technique helps to make sure how accurately we “deciphered” the interlocutor’s words,and to continue communication further with full confidence that everything has been understood correctly so far.

Paraphrasing is the great importance both in personal life and in the professional area.It is universal technique and can be used in a business conversation,in personal communication,and in empty chatter.For example,in commercial negotiations,when you need a complete understanding of the wishes and proposals of the partner.If we are too lazy to repeat what we have said in our own words,we risk being “rewarded” with millions of lost pounds.Moreover, it is used in conflict situations or during discussions in family communication,where everyone is open to the maximum and most vulnerable.

Using the text of the expert’s in research work should be about 30% and only in the form of quotations,paraphrasing,and the thoughts of someone’s should be expressed with full and correct references to sources.Incorrect using of the experts’ text is not recognized,moreover,it is illegal.
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