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[bookmark: _Toc133573924]1.0 Introduction. 
 This report will reflect on my learning throughout this module. Through this report, I have chosen to reflect on Time management, Summarizing, Paraphrasing Public speaking and giving presentations, which are skills that I have learned throughout this module. Learning more about these topics; Time management, Summarizing, Paraphrasing Public speaking and giving presentations will be all vital in my career, architecture, both in studies and future workplaces. In my reflective report, I am aiming to use the Gibbs reflective model, which can be further explained into detailed below: 
[bookmark: _Toc133573925]2.0 Gibbs reflective model 
The Gibbs reflective model is a cyclical and known learning reflective model with six main stages. This reflective model was developed by graham Gibbs in 1988 and gavea reflection on the learningexperiences. The first stage ofthis reflective model is the description which, as the name suggests, describes the experience. The second stage is feeling, where the feelings and the thoughts about the experiences are demonstrated (Adeani et al., 2020). The third stage is the evaluation of both the good and the bad experiences. The fourth stage is the analysis stage which encompasses analyzing the situation to make sense. The fifth stage is the conclusion which summarizes what is learned and what could have been done differently. Lastly is the action plan, which is the sixth stage. The action plan shows what will be done in a similar situation in general or in the future (Adeaniet al., 2020). Through these stages, my reflection on; Time management, Summarizing, Paraphrasing Public speaking and giving presentations can be   presented in detail as below:
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Time management is important for individuals as it helps them synchronize their tasks within the given timeline. Through the lessons, I have leant that it is important to ensure that I manage my time which will enhance my study organization. I realized that with time management, I get to work smarter and not harder. Furthermore, it is also important to ensure that the various timewasters have been identified to manage my time better.
With time management I have been able to reduce stress and frustrations during my studies. In a study (Griffin, 2021) he emphasized the importance of attaining time management claiming that it is an important part as it influences the general performance of an individual. In the time management topic, I have learned the time management tools. First, I can easily balance academic and home activities that include socialization through a personal timetable. I have also learned related skills that are needed in time management, including prioritizing, delegating assignments in case it is a group assignment, multitasking and where possible, scheduling, strategic thinking, and goal setting. Time management has enabled me to complete the task in time and avoid the rush hour that comes with poor quality work. 
With tools that include the reminders which I started using, I have kept the deadlines of the assignment to be repeatedly reminded. The confusion I had earlier before this module topic has also been solved through proper   management. Through this module, I have learned the time management tools and how to manage time. This includes using the timetable to ensure that I prioritize the task with the closest deadlines and balance my academic and social life. I also have learned the use of alarms, reminders, Google keeps, and other apps that have improved my time management skills. Earlier, I could do assignments during rush hour minutes leading to poor quality of work and, consequently, poor grades.
In ensuring that I manage my time effectively, I developed the matrix below that I will be using to segment my tasks regarding the deadlines.
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Figure 1: Time management Matrix: Source: self-made
To ensure I manage my time successfully, I have to ensure that productive use of my time through the organization chart above has been done. For suitable time management, it is necessary to consider the outcomes of every activity I am planning for. During the time plan, I consider the various time diverters that I have been experiencing during the lessons. Knowing the activities then follows a tough refrain from the activities until their time allocation comes.
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 During the semester, I have learnt various skills and summarizing skills is one of the skills that have made me improve my performance. Coming from high school, I did not have enough experience on how to summarize articles. This made it hard for my performance during my entry. However, after learning summarizing skills, handling assignments has become way easier. However, I still feel like we should have more assignments on this, which we can discuss in class, being that it portrays an important skill in the workplace

 Summarizing is the ability to locate the main points within a whole topic or a statement and then rewrite them without including details but only focusing on the main points. The skill of summarizing is important for both the education and the job sectors, for instance during my classes we were given assignments on analysing other people's studies that then we use to support our studies. In the same case, the employees need to analyze the global reviews to come up with summarized reports for their employers. During my studies, I learnt that it is important to ensure that the content is clear and it is information that has not been published anywhere. Furthermore, I learnt that it is a crucial step to ensure that all the necessary key points have been provided hence when writing a summary; one should ensure that they focus on key points to avoid distractions. In a study done by (Horkoff, 2022) a summary is supposed to be like an objective. It is important to ensure that no personal opinions have been added. With this skill, I have been able to write summaries of various articles which we were given as assignments in class. Furthermore, I am well assured that I will be able to work through the industry as I analyze and summarize various journals to make effective policies in the company.  However, while discussing with my lecturer, my summarizing skills have improved as considered when I got enrolled.
However, with the various limitations such as grammatical errors, I believe workshops on summarizing and organizing research will help me improve my paraphrasing, grammar, and linguistic proficiency. With their assistance, I will attain real benefits in academic skills
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This topic has been of high importance as it has played a role in helping me reword the existing literature without having to change its meaning. Research by Fathi and Mahmood (2020), reports that paraphrasing has become a widely used skill and being used by many researchers when compiling their reports, such that they can reword while ensuring that they intellectualize the concept. Through these skills, there are reduced cases of misunderstandings. This skill helps an individual to place one's information from one source to another. During translation, many people use paraphrasing that is used to ensure that the accuracy and comprehension of the concepts have been attained. This skill helps the researchers to have a different version of a report, despite that they could have copied from another source, the fact that they have paraphrased makes it a unique report.
 Paraphrasing has been based on an important concept in coming up with plagiarism-free works. Considering that for research there is the need for attaining information from different sources and various backgrounds. One just cannot copy what has been written there but rather have unique sources. Through my paraphrasing, I have realized that this impacts me to come up with more innovative ideas while referring to the same concept. Furthermore, paraphrasing saves me more time and makes my content to be relevant and not off, as there are chances that during research one can find wrong data thinking it is the right data.
Through paraphrasing, I can realize the various mistakes that have been done in another piece of literature. Through rephrasing, I can eliminate the wordiness and eliminate the extra words that could have been used. Through this skill, I have been able to develop content that is easy to understand and content that makes sense to my team members. Paraphrasing skills have also improved my writing skills, as I get the ideas to flow out of my head and write them. Hence in general paraphrasing has been a key saver to writing my assignments and my research. Paraphrasing has also contributed to helping me have novel ways of writing content that save me more time. Through successful paraphrasing, I can conclude that I understood a certain source sufficiently. 
 I will manage to gain more skills in paraphrasing when doing discussions in groups. I usually like taking up the task of writing the report. During the discussions, we then compile what we have gotten and try to write them in different words. With this, my skills will improve, however, I will take care to ensure that the synonyms I am using and words do not contradict the meaning. However, with a paraphrasing assignment, my professor got to accredit my constant improvement in paraphrasing as my points continued to improve since enrollment.
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Throughout the presentation in week nine, I have also developed the courage to give public speeches and presentations. Before this module, I was afraid to present and give public speeches. Using tools that include the PowerPoint presentation learned through this module, I have learned how to use pictures to describe the pints without straining vividly. I have also improved my confidence during public speech. I was afraid to stand and present my work in front of the students. Sometimes I stammered, lacked eye contact, shook, and mispronounced words due to fear. However, since then, presenting the work in week nine made me confident in presenting any form of speech, work, or giving an oral speech or demonstration to the public (Marsh and Campion, 2018). This made me feel like I had achieved more. During the public speech and the presentation, I learned skills like the use of the power points, a mixture of pictures, visuals, and words to explain points. Through presenting the assignment given in week nine, I have also developed how to maintain eye contact with the audience, maintain the pace in reading, and show confidence and animated physical presence. These will not only be important in my current studies by also in the future workplace while presenting reports and findings. I have also learned through this module that practice is needed to make the public presentation and speaking excellent.
[bookmark: _Toc133573932]Action Plan
To better my presentation, I would practice before a presentation and public speaking use a visual aid, e.g., Pictures and videos, see experts, practical dedication, and interact with the audience rather than stating. This will involve the five PS: practice, preparation, planning, and consistency (Adams and Blair, 2019). To actualize what I have learned in time management skills, I will prioritize the task, give myself breaks, create a daily planner, give task time limits, use the tools learned, establish a routine, and blackout distraction. I would also use the strategies and techniques to better my summarization skills. To further my summarizing skill and paraphrasing, I will use the many journals that are over the internet where I would ask my friends and even the lecturer to see if I am improving in my skills.


	Objectives
	Actions
	Resources Needed
	Evaluation
	Time

	Time Management
	Having a plan on how I will complete tasks without distractions
	Timetables, Alarms and
Notes from class on how to manage time
	Reviewing comments from my tutors
Checking how soon I complete assignments and the results
	12/08/2023

	Public Speaking and presentations
	Taking part in critical thinking activities that will help me develop ideas.
 Taking up presentation roles that will improve my practice and courage
	Practice over the internet
Group presentations
	Reviewing comments from my peers
Reviewing feedback from my assignments
	17/08/2023

	Paraphrasing skills
	Taking more roles in writing of final report while in groups discussions
	Journals, academic papers and websites that can be found over the internet
	Feedback from peers, feedback from lecturers
	22/08/2023

	Summarizing Skills
	Through this, I will be using different reports to create a short version of them, by only including the key ideas and removing any unnecessary points.
	Consider various literatures over the internet, books, journals and magazines
	Feedback from peers, feedback from assignments
	27/08/2023


Table 1: Action Plan



[bookmark: _Toc133573931]Conclusion
 Through reflection, I have been able to understand the various aspects that have helped me complete this assignment. Through this analysis I have focused on; Time management, Summarizing, Paraphrasing Public speaking and giving presentations. When working in a group, ia m required to present the final ideas to the group members. Furthermore, while carrying out research I a required to paraphrase and summarize the various concepts from other researchers. Through such activities my skills have been able to improve. However with timetables, alarms and prioritizing my work in regards to relevance, time management skills have been attained. Furthermore this has improved my academic performance as I take enough time to work on y assignments and not rush as earlier. Using Gibbs reflective cycle, understanding the skills has been easy and also realizing my gaps with mitigations has been seen to be easier.
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