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	Task 2: Write 2000 words report, reflecting on topics we have covered in our class.
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In this report I will be outlining and reflecting on topics that I have covered in my lessons via classroom. 
The four topics that I have chosen to reflect on are the following: Paraphrasing, CV writing, Time management as well as Public speaking and presentation. Through this report I will be using the Gibb’s model to support my reflection. 




· Paraphrasing

Before being introduce to this I didn’t really understood what it was. In class I was giving the ability to learn more about this in great depths. Now I confidently stand and share with others that paraphrasing is the ability express the meaning of either a message that have been communicate verbally or none verbally to others to signify clarity. 

There were two advantages to the learning process which I enjoyed. For example, I found it useful when we were given paragraphs/statements and had to paraphrase what they mean in order for my other peers to understand. Another strength to the learning process was that I had the assistance of my peers to support me if I needed help and also to correct me if needed. 
The main downfall for me which I didn’t really enjoy was speaking out because I didn’t know if what I was saying was correct. I felt a bit under pressure because I didn’t want to fell less than compared to the rest of my colleagues. 

In general, /personally paraphrasing will be apart of life as it will help me in my studies. I say this because this skill will contribute towards the work that I submit in terms of: 
· I will be able to come up with fresh ideas. This is because I will be able to have different ideas on a particular subject- this allows me to make comparisons and speak about strengths and weaknesses.
·  Less time consuming. This is linked to what has been stated earlier in the terms of having different ideas mean you will have more to write/think about.
· No plagiarism. Because of the definition of plagiarism, it will not be easy for myself to plagiarise other topics/ notes because ideally what I will be speaking about will be from my own understanding of a content so ideally, the words will be my own. 

Now that I know what is paraphrasing and how to use it, I feel as if later on in life or at any given moment if someone asked me something I would be able to use this skill and get straight to the point without any delays. I do believe that if I had to do/change something differently in the lessons that I had about this skill, it would be the approach in which it was presented to me. 





· CV Writing

A CV is abbreviated for Curriculum Vitae, in most countries other nationals calls this a Resume. A CV is a written form of communication that which includes the following: a personal summary of yourself, skills that you have, education history as well as work experience that you might have completed. 
This form of written communication is great way for you to present/sell yourself to employers when applying for a job as well as applications for university. 

The way in which a CV is written is very effectively as in a way it’s yourself presented in the form of a paper; this is why it’s important to write it properly and make sure that you add all your great achievements as you want to stand out from the rest of applicants. 

As I have previous experience when it comes to writing a CV I was very comfortable in what needs to be done, I also understood the concepts of why the details needs to be placed on the paper. What I found as what I would only describe as odd was the layout; this only because when CV writing was first introduced to me normally the skills and qualities normally comes after the qualification. 

There are many advantages that comes with having a CV, this is why it’s crucial to develop the skill of writing one at an early age. The benefits that can arise from this includes the following: it saves times- this is due to the fact that when applying for jobs you have to give the best impression of yourself, without the CV you would be constantly applying for jobs and repeating yourself when going for interviews another crucial point is that having a CV makes everything more helpful for both employers/whoever needs a copy, this is because before actually meeting you the individual on the other end have the opportunity to get an understanding of the type of person you are. 

I enjoyed that lesson on CV writing as I was able to perfect my own CV. I had an actual insight as to what employers are looking for when they’re hiring but most importantly I had the opportunity to assess different CV styles and see from an employer’s point of view why they hire a certain set of people and not the others. 
Throughout the lesson that I had on CV writing I was comfortable with what was expected of me and I wouldn’t change anything about the way that the class was conducted and the lesson was presented, as stated earlier I had background knowledge on the subject itself so the lesson was more of a refresher for my own personal gain- which helped me to perfect my own CV. 





 
· Time Management 



When this subject was first introduced to me I just immediately assumed this is how a person is able to control the time that they have. I really enjoyed this subject because I was able to learn more about what time management actually is. Throughout the lesson I was very sceptical as I thought that most of what was being said was basically how to organize your time which in a way it was. 

Now having the knowledge that I have on the topic I there are some benefits that I can use to make this skill a part of my everyday life. For example, having good time management allows me to:
· Less stressed- whenever I have assignments to do I will always plan ahead and make notes. These notes are helpful as in a way they act as mini subtitles for what I need to later on when doing the full assignment.
· Less delays- every task that I will be completing have its own date and a time in which I would like it to be finished by; this means that it’s very unlikely I would know what I have to do and when I have to do it by. 
· More self-confidence- as I have a plan for everything and ensuring that all work is done on time. I definitely feel better in myself because it means a lot to know that I took this extra step in planning and managing my time effectively which has resulted in my being completed to a satisfactory level/ on time. 

I would also like to add that before this topic I am able to see the errors of my ways as I thought I had good time management, but it turns out my organisation skills are fine and I was getting the two terms mixed up for example before the introduction of the topic I would have the following issue:
· Unclear targets- I wouldn’t know where to start from as everything would be very overwhelming for me. I would mainly focus on getting the work done.
· Less time- I wouldn’t necessarily know what I have to do and the layout wouldn’t muddle and conflicting other areas. 
· Less productivity on task- as I don’t have no planning or sense of time understanding I would get the work done but the majority of the time some on the contents would be missing or the work would not be at that standards it should be at. 

I didn’t really understand some on the notes but I was able to make my own notes and adjust myself. For example, anything that was unfamiliar to me I would write down and later research in my own time so I have the knowledge for another time. 
If I was to be taught or engage in a lesson of this subject again I would most definitely explain what time management is separately. 
In other words, yes, I now know that time management is the ability to prioritise certain task in order of importance with a set time of when you’d like such task to me completed, before I didn’t know that. This is why most definitely the structure of which I learnt about this title would be different- I would also like to know about the difference between organisation and time management. I thought they came under the same field but it’s when I actually went home and was discussing with family members I was able to point out that they are two separate terms. 





· Public speaking and Presentation 

Due to my course these two practical skills are constantly some aspects that I will have to complete. When I first started university I never had the confidence to stand and speak publicly to my peers and teachers even though it’s a small amount of people I get very nervous. I still get very nervous when having to speak publicly as I’m having to address a group of people and I feel as if I’m being judge; which is senseless because in a way I know I am it’s just that I cant put that thought process in my head but I rely solely on the fact that it’s only for a couple of minutes then I will be able to sit back down comfortably. 
I have no discomfort when it comes to presentation as I like to get stuck into what I’m doing and I really enjoy making different slides with effects in ways to make my work stand out from the rest of my peers. 

[bookmark: _GoBack]Looking back at how I used to be in comparison to now I think my fear of speaking out/presenting my work verbally came from the fact that it was hardly done in my earlier education years and if so I was familiar with the students around me as we all spoke the same language. However, I would say that this topic has been greatly helpful as it has given me the opportunity to gain a bit more self confidence as the respect from my peers especially for group work as they are able to see that even though I’m not comfortable but I’m still trying my best and supporting others around me.
If I had to change anything about the way the lesson was taught to me it would be the idea of always speaking out: I know this cant be done as it’s part of my learning process but over time I think I will come terms with it. 

Overall, my perception on the topics above have been useful the only downfall for all is that I would like more time and clearer structure in terms of words to understand the task given to me. I’m grateful that I had to opportunity to study them in depth as not only have I developed advanced knowledge but I will be able to take all of these skills and apply them to my daily activities as well as my studies and hopefully, as time goes by I will be able to build enough self confidence where if needed by chance, or any ask me for definitions of these terms I will be able to speak clearly as well as give out examples with advantages and disadvantages to support what I’m saying as this will make the experience much easier to understand. 
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