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Introduction
The purpose of this report is reflect on the next  4 different topics.
Time Management, Academic writing, Reflective thinking and My intended career presentation. I will do this report by using Gibb's model of reflection, that means I will follow this model step by step. As I just wrote Gibb's model of reflection have some steps and the steps are this ones: Description, Feeling, Evaluation, Analysis, Conclusion and Action Plan.
On description I will explain the 4 topics one by one; furthermore, showing what I have learned and understood of each topic. 
Also on feeling I will say if is was difficult for me, or how I felt when I was learning and doing each topic.
Evaluation is about what it was good and what I have to improve; however, in analysis I will do my critical thinking.
I will do a conclusion explain what I could do to improve and I will end giving an action plan; also, explaining what I would do if I start from the beginning of this course; furthermore, making a conclusion about this academic report.





























Description

· Time Management
Time management means how you manage your time day to day, reducing your wasting time; for example, making a to do list or made a time table for you daily life, making sure you are giving time for the most important things of the you day.

We have seen some videos to improve our time management, one of them is called “SMART Goals”. 
SMART is an acronym that can be used to help evaluate and add structure to your goals; also, have five steps: Specific, measurable, actionable, relevant and time-bound. 
You have to think and ask your-self the degree to which a goal is specific; in addition, what you will do to achieve it. 
However is not good to pursuing to many goals at the same time, because at the end you will find out you are wasting time, choose the most relevant and be focus on them and evaluate if your plan is working or not, If it is not working make changes on you previous plan, other way you will keep losing time on something is doesn’t working.
You must identify you own natural body clock; also, this will help you to know your most suitable time to learn and do different things.

We have learn about the 80-20 rule, that means 20% of all activities account 80% of the result. Set the priorities, if you have to do ten things in the same day, choose the two or three most important and do the rest with the time less you have.


· Academic Writing
I have learn how to write an academic report and what is a clause; Also, a clause is a part of a sentence and a sentence, is words together that make sense. The structure of a sentence is at least a clause “ subject + verb + object or complement + adverbial”.
An object always descriptive a verb and a complement gives information about the subject.
The Adverbial tell us “how, when, where or why” something happens.
Also there are four types of sentences: Simple sentences, compound sentences, complex sentences and compound- complex sentences.
Less start explain that a simple sentence is a short sentence, that only contain a “subject + verb” with a full idea; furthermore, can be two subjects and a verb or one subject and two verbs.

A compound sentences is two simple sentences connected to form one sentence, using a comma or coordinating conjunction (and, but, so, or, for, yet etc.) and are also called informal linking words.
Moreover, is important to know when you are writing an academic report do not begin a sentence with an informal linking word; however, you can use a formal linking word “Moreover, in addition, however, for example...”
Other way to do a compound sentence is using a semi-colon (;), but careful because a semi-colon is used to add information of the previous sentences write before the semi-colon, if you contrast the sentence will not may sense.
The last way to make a compound sentence is using a semi-colon + conjunctive adverb, also called formal linking word, that means using a semi-colon with a one of this words “ Therefore, furthermore, however, in contrast, for example…”. In addition, formal linking words is always following by a comma.
Complex sentence is two ideas connected together with an independent clause follow by a dependent clause. If you start a sentence with and independent clause will not need a comma; however, if you start sentences with a dependent clause you always will need a comma.
Compound complex is a compound sentences connected to a complex sentence together; however, will need at least two independent clauses and one or more dependent clauses.
Also we have watched a video to learn some tips about how to write a good academic report; for example, position has means the most important information is at the beginning, use simple words and cut unnecessary words.

· Reflection
Reflection is when you analyse on something you have experiences, done or learn in order to improve your-self.
Reflective writing is the evidence of reflective thinking, that means you have good critical skills. In academic context, reflective thinking involves: 
Looking back at something, that means think, evaluate and analyse something happened.
Describe and make sense of this think from a different perspective, think what the event or idea means to you, see if is helping you or how this will help you.
All of this will help you to do a reflection on you experience and know how other people see you development.
You can provide different types of evidences, you can make connection between what you have learned and what you know from before, what you want to do in the future or you can related to your job.
We use to reflect in order to not forget what we have learn; otherwise, you will forget it soon.
They are different models of reflection “Gibb’s Model, Kolb’s Model and Driscoll’s Model”.


· My Intended Career Presentation
On my presentation I had talked about my intended career and about my working skills.
I talked about what’s my intended career responsibilities are and skills I need to become a good Manager.
I have analysed some skills and I made a SWOT Analysis; also, I make a personal development plan (PDP), based on how to improve my weaknesses.





Feeling
I think I have to improve my time management, with this I can improve my opportunities. I did not feel that it was difficult all the time, but I felt a little frustrated sometimes for not being able to explain myself in the way that I wanted; also, sometimes I felt struggling with academic writing.
Even so, I feel very happy with reflection thinking and also with myself because I have realized that I can do much more than I thought, even with my presentation; moreover, I think I have improve my speaking and I gain more confidence; also, most of the time I have understood what all the topics means.








Evaluation
I have realise I can improve my time management skills and how can this be improving, also I have started to do time tables for my daily life.
When I was learning academic writing I seen I have know a lot things; also, I have to improve my writing because I know is a lot to be improve.
I believe I have a good reflection thinking; over else, I know I have to improve reflective writing, also, on my presentation I get stoked sometimes because I was very nervous and my speaking skills are not perfect, but tried do to my best like I always do.


Analysis
When I was doing time management, I reflect how I was managing my time, where my time  goes and what I was doing wrong. Sometimes weren’t  not enough hours in the day to all of the things that I needed to do. There are some Ideas that can help me to sort it out what I am doing wrong; for example, take a notebook and write what I has done every hour, as I can see what I am not doing well.
We need to be completely honest because is you time is not anyone else time. If you take you phone just to check you email for a minute, then you spend half and hour researching on social media, write down be honest with yourself.
After you have done you checking daily hours tray to avoid waste time on things that will no help you achieve you goals.

When I was reflecting about academic writing, I was thinking how can make a good understanding of what I was traying to said; in addition, what I was doing wrong or why I was doing wrong. I reflect I wasn’t applying what I had learn, then I decided to review all the contents from the beginning and start again, thinking about how to make a good sentence or a paragraph. I found really good using a dictionary for some of the words I had never used before; however, I just reeded what I have wrote and show to another person to reed.

I believe when I was doing my presentation, I was stoke, I was nervous, also I couldn’t explain myself properly and then I started to sweating. I understood I wasn’t prepare on the way I needed to be prepare for my presentation. Now I know how to be prepare for my next presentation. I will take some notes, I will do the presentation in front of the mirror and I will recorder to see what I am not doing well and improve; however, I also know I wasn’t bad at all, I know it’s a lot of thing to be improve but at same way, it was things I did well.
I do believe the next time, my presentation will be one of the best.

Conclusion
I have to be more active in class and practice more; also, I must stop feeling afraid to speak  to do not make mistakes. Learn that all people learns from making mistakes and it is better to make mistakes now that it is time to learn and not later.
I must put more effort into watching more videos and reading more books related to what I am studying; however, I have to say that I feel  I have gained a lot of confidence and I have also, made progress in my English grammar.


Conclusion in General
I believe this report has helped me to improve my skills, making me think about new ideas and make clear thinks about what I am reflecting about; furthermore, developing my knowledge and realise what I have been doing wrong or not.
I also think this is a good beginning for my futures reports and it will be very helpful for my comings studies.



Action Plan
If I had started from the beginning, I would have changed to be more proactive in class and have taken more time to study; also, if I have been doing the same Moodle, I believe I could change the way I wasn’t focus all the time, tray to do more research of the topics learned on each session, read more about academic writing, tray to improve more an more my time management skills and have a better critical thinking.
Make timetables to manage my time and perusing my goals; furthermore, make a good action plan to achieve my goals.
Do more research to improve my grammatical English and vocabulary; also, review some videos to develop my reflective writing.
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