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                                                                           Introduction
This is a structured reflective report where I will be summarising a critical reflection on my learning on this module. From these past terms I believe to say that mu learning has been accelerating with the in-class activities and homework provided for this.
























Time management
This topic for me is very significant because before learning about the importance of time I didn’t know as much as I know now. The one thing that I as an individual I know, is that time is very important.   Academically, time management to me was about allocating the time to study, using the time to study effectively, being able to balance the time that I have with other things, that I need to do. I have learnt that it is important, to direct your time on effort appropriately and effectively, by time and energy. It is vital to reduce the time wastage. The in-class activities have helped me with this topic by doing the ‘Time Management: The Eisenhower Method’
[image: ]
This method strongly helped me see that there are other things that I do in a day, that I could also put in this grid to see what’s important and what is not important.  From the feedback given I see that certain things that I do that are important to me are not important. I can change my activities as I’m able to reduce time wastage effectively.







Personal Development Plan
Before doing this in class activity, I always had a plan for my future and how I need to get there. However, after doing this in class activity, I was able to elaborate more and be in depth. This motivated me as I was able to self-evaluate myself. I had to think about my future.    I was able to ask myself what goals I have that are ‘Short Term’ and ‘Long Term’. What areas of my studies/work/life do I want to develop, what areas I need to improve. What skills would I need to develop to achieve these goals.

I am very grateful that I was able to be in depth with the time frame. This made me realise a lot not only from the ‘Time management Eisenhower’ method but this method also shows, you have to be able to allocate your time, you have to plan it effectively. With the career that I want to peruse this is very useful. I can apply it as a musician, balancing my time.  I now question myself  would the way I use to think and plan, still help me effectively ?

I have significantly developed a skill of being ‘Interpersonal and Personal’. With the interpersonal skills, I can have the ability to network, build, increase the empathetic of different people, contemporaries, managers and superiors, clients, regulars and the universal public.

       [image: ]              





To Do Lists- Weekly 
In term one along with the time management and the personal development plan activity, we continued to do one more in class activity which is a ‘To Do List’ weekly. 
 This task was writing down the activities that I do in a day every week. This activity was quite challenging instead of easy, there are so many priorities that we must do in a day that sometimes I would just fit them all in my day without planning.  This experience taught me, that I must learn to eliminate things that are not beneficial or a waste of time.  E.g., I have written down that I sleep and wake up at nine in the morning. At the time I thought that it was not really an issue,  however the issue is that even though I have a lot of time , to do things in a day,  the time that I’m sleeping is the time that I can wakeup and start my day. 
This is meaningful, because I have realised that I am now able, to manage myself properly. I feel like a different person who is more motivated, than before.  I was being honest withing myself, to be a better person within myself for my future, I now have the right tools, to help me

[image: ]







Summarising      
This subject was very solid for me, but I am pleased that I was able to get through it. I felt very disordered with trying to know how to summarise first. The in-class lessons taught me the techniques of summarising, the first step was to know how to recognise a good summary. ‘Normalisation’ -changing verb into a noun, adverb to an adjective. Once I was able to recognise it, I then done the in-class exercise in term one. We had to read a text, then re-read it and summarise the main ideas, from the text in my own words.   
For me, this experience was very challenging, because to me summarising means a short main idea, of a long story that still, has the main point included, it is just shorter and more to the point, without any additional information.  At the time, I thought that I was going to be able to do well, at the beginning. Overall to be precise, I think that I have done well more than paraphrasing as I have not learned a lot about that topic.
This is like paraphrasing to me, this is because the fact, that I was able to use my notes of the techniques throughout the text, I was able to do well. I underlined the important sentences/ ideas, on the text that I think are the main points, for my summary, I began to understand the meaning of summarising, and how to do it.  I have skills of creativity. Therefore, I was able to be creative by advocating that to my academic, and employability skills.  However, sufficiently I do not think I have developed my ability to be able to summarise fully yet. Meaning, using this skill to everyday. Academically, I agree that I have developed a new skill in this though.   This understanding that I have of summarising, as a next step to still carry this knowledge, instead to strengthen it, I think that reading a lot of books and texts and practicing, will help.  
    [image: ]

Paraphrasing
For me, the most problematic topic out of all the topics I have discussed, would be paraphrasing. This exercise required you to think thoroughly, read thoroughly and even if you think, one of the sentences have the closet meaning to the long sentence, it may not be the one you thought. The answer is the one that you thought isn’t the answer. At the time, I was not confident from the very beginning, this is because I’ve not been taught paraphrasing. This is unlike summarising as well. It was a lot of pressure having to do the task. I was not able to develop a skill instantly, since I had to do more work on this subject, to at least be able to develop a skill or have a new skill. This reveal, that I must be able to allocate the time to study more, so that I can be able develop a skill of knowing how to paraphrase. It demonstrates the use of the developing plan. Not just within my career, but also with my academic learning. I know what my short-term goal and long-term goal is. My short-term goal is to develop a skill of paraphrasing, within at least a month. Within this month I can do more exercises, inside and outside of the class. My long-term skill is to now have a skill to possess which is paraphrasing.
[bookmark: _Hlk39593920]Having experienced this, I now feel that most importantly, I have slightly improved my skills in communication. This makes me feel good about having a skill, of handling situations by having the ability, to communicate effectively. Because I felt complexed and under pressure, I was still able to behave in the right manner, whenever I needed help in class or had a question. I was able to be open and express that, with patience, I also agree that it helped me with this skill. Overall, I am satisfied with what I have learned within this  a lot.
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Referencing
This subject to me, is another very difficult subject, that I was able to do overall. At the time, I thought that referencing was just a basic, easy thing to do by referring the name, of the persons work, the date and the title. However, with the work I have done in class, I have realised that it is more, than just that and it is a lot more diverse for specific texts. This is because, referencing is vital, you must avoid plagiarism therefore, you have to reference your answers correctly. 
Later, I realised that for book, a chapter in an edited book and journal articles, in text, is different to when you refer, in a reference list. It is more in detail. This exercise motivated me, as this skill is needed for every assignment, that I have because, I will need to refer to my answers to avoid plagiarism. 
I have learned, that its essential to reference, because I can be able to show any answer, that I use which belongs to the author and what answer, belongs to me. Referencing what does not belong to me and writing about a reference show that it’s from me. Having applied, I now know that when I’m going to quote an author, or give a summary or paraphrase in my essays, I must acknowledge it twice. This also helped me develop numeracy skills, because I was able to challenge myself, to see if I can do this exercise, starting at a certain time to a certain time outside of the class, because when I did this in class we were timed .

[image: ]


CV writing and Cover Letter Writing 
In term two, for this module we first learned about why it is important to have a CV. I have learned that it’s a document, to show the employer your work experience, to get a chance to move forward in the formal selection process. In class, we have learned that it’s important to have a brief statement that’s clear and concise, not a lot as the employer will not be interested, if you mention things that are irrelevant. It’s important to mention your education, qualifications, hobbies and interests and achievements. This shows your abilities, it tells the employer what motivates you and what you enjoy.
The second activity, that we had in class was a template, writing a cover letter. The task was to sell myself as I would want the employee to hire me, for a sales advisor role. By filling in the blank lines, I had to think how I would fill them in with words, to make the whole letter make sense for the employer to read. It had to be clear and precise.  This is momentous to me, as I have now been able to edit my CV and make it look more professional, for the employer to see, that I am professional. At the time, I thought that it was professional, after doing this task I now have a skill of being able to be concise and clear with my CV writing skills.
[image: ]






Conclusion
In conclusion for this module, I am now  confident in areas that I was nervous about such as ’Paraphrasing’, ‘Summarising’ mostly out of all the topics I have learned. I am also pleased that I have been able to develop CV writing skills and now I can be able to manage time effectively within my career and my education .This module has effectively helped me learn a lot for my academic and employability skills, In both terms.
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