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INTRODUCTION

[bookmark: _Hlk112158735]The research consists of 4 topics such as Time Management explained in the presentation of week 9, the presentation of week 9, I saw tools for time management; TO-DO LISTS the Einsenhower Method/Matrix, SMART goals. Organizing study with Create a study timeline, prioritise important tasks, set time limits, set specific goals for each study session and find your peak energy period. Paraphrasing is the change of the class of words, synonyms, change of word order. Topics can be analysed with reflection models such as Gibbs, Kolb's and Driscoll's model. I chose the Driscoll model to do the reflection analysis for the report, using WHAT, SO WHAT, NOW WHAT, because it made it easier for me to understand the model when reading the reflection topic. The model questions helped me analyse to make a good reflection of the topics and of myself. It also consists of the references of the investigation and to end the report with the conclusion of each topic.












DISCUSIONS 4 TOPICS
Time Management
[bookmark: _Hlk112096877][bookmark: _Hlk112095344]The purpose of time management is not to waste time and that is what we learn in this topic to know how to use our time well and thus be able to deliver our work on time. It happened that I used the SWOT tools to do an analysis of my personal life, I also read Pareto 80/20 "The eat that frog" (eat the ugliest frog). I saw tools;TO-DO LISTS the Einsenhower Method, SMART goals. I made a list to better organize myself with study and life in general. My reaction was to think that I didn´t know, that I was wasting my time due to poor time management. I just learned something valuable. Other people did good time management to be successful. 
The key points to this situation are; start my task early, set limits, give myself breaks, schedule my tasks and me deadlines, organize my workplace, learn my productivity patterns, use technology to help me stay responsible, focus on one task at a time, reinforce my good habit. At the moment I feel like continuing reading to try to better understand good time management. I feel different with clearest ideas and with a lot of motivation to put it into practice every day because in this topic I learned to use the tools to find my weaknesses and thus be able to strengthen them, for example with SWOT. The effects of my actions are positive aspects; task list and priorities, estimate and track time accurately and create schedule. It is important to say that sport is good because it helps to be safer and better focused. The implications for me are that time management is essential for success as it is one of the most important. 
Now, with the tools learned, adapt to the personality of each individual to complete the skills to be a future Manager. I need to start my tasks early, set limits, give myself breaks, schedule my tasks and me deadlines, organize my workplace, learn my productivity patterns, use technology to help me stay responsible, focus one task at a time and reinforce my good habits. If I decide to do nothing, it happens that I will have a bad lifestyle, my time mismanaged would lead me to failure. If I had a similar experience, I will use the tools learning. If I find myself in a similar experience. I would need the following skills: Goal setting, prioritizing, self-awareness, self-motivation, focus, decision-making ability, constantly keep questioning and challenging yourself, coping skill, time management skills conclusion. The key learning points of this experience and reflection are: Planning, place, rest, willpower, objectives, leisure, material and review. 

Organising Study
The purpose is essential to plan and organize the study when it comes to delivering the tasks on time. I used TO-DO lists, to organize the way I was going to study. I saw and I had to do time management, create a weekly plan, create goals, set schedules, stay consistent and give myself my break times. My reaction was to realize that just by organizing myself and following the keys I will obtain a successful result. At that moment I felt bad because with what I had seen I realized that I had been leading a totally disorganized life. At that moment I felt clearer when making my work plan. Now I feel happier and with clearer ideas, there are differences because with the acquired knowledge I can organize myself and deliver the work on time. 
[bookmark: _Hlk112095515]The effects of my actions were positive; It helps me to be more interested in studying, not to complain and start studying, not to be distracted from my goal, to take breaks every 30 minutes, etc. I am not worried about anything on the contrary it helps me to organize myself in my studies and in my daily life. My experiences when doing the organizing study analysis were, when I started with the report, I got bored reading the topic, I abandoned it for days, then I came back to it again and it was difficult for me to pick up the pace where I left off. I created new study habits, changing the place of study so as not to get bored, giving myself breaks, prioritise important tasks, set time limits.
 Now the implications for me are to follow the steps: I going create a study timeline, prioritise important tasks, set time limits, set specific goals for each study session and find your peak energy period. It will happen that my study or work is well organized and I have a total success. If I decide to do nothing, I will have a disorganization in my work plan and in my life and all this leads to a chain of loss of skills such as discipline, concentration, organization, etc. I would do differently if I found myself in a similar situation, I would change places of study more, such as public libraries, quiet places like parks to study and get out of the study routine, change the environment. Now I need skills like focus, discipline, perseverance, motivation, desire to learn and responsibility. My key points are to create a study timeline, prioritise important tasks, set time limits, set specific goals for each study session and find your peak energy period.


Reflection

[bookmark: _Hlk111493008]The purpose of returning to the event is to fully understand the theme or central idea of the text. It happened that in reflective writing we have to; looking back at something carefully about what the event for you. I have seen reflection models but I used the DRISCOLL model to make this report. I asked the questions with “WHAT”, “SO WHAT” and “NOW WHAT”. My reaction was to realize that formulating these questions of the Driscoll model helps me to make a good reflection on the topic. Yes, other people did as writers, all kinds of successful people who do reports everyday use some kind of reflection models. I see that the key aspects in this situation is the reflection models Gibbs ‘Reflective Cycle’ (1988), Kolb’s ‘Experiential Learning Cycle’ (1984), Driscoll’s Model (1994,2000) because when used well, a good reflection is obtained. At that moment I felt overwhelmed not knowing what to do with the text because the topic was new. I feel much better, motivated and happy to use the reflection models, because I need to see the final results.
The effects of my actions were positive. The positive effects are: a good understanding of the subject, it also works to reflect on the life of each one in each decision made. Currently I am not worried about anything. The implication for me and my classmates is to use the reflection models at the time of making reports or in all fields of life. Now what I need is to use the reflection models we can make a good structure and get a good reflection of the situation. It will happen that with this learning I obtain another ability to complete the skills I need to achieve my career. Now I am going to do, with what I have learned in this topic of reflection I am going to use some model of reflection for future reports and it also serves me in any field of my life.
 Right now, if I did nothing, it would happen that I would not get a good reflection of the task2. If I were in a similar situation I would do differently, level up your skills use other reflection models to see what results I get. If I find myself in a similar experience, I need the following skills: patience, motivation, organizing my study, time management, concentration, perseverance. The key learning points from this experience and reflection are: Think well and good will follow, your Subconscious mind does not argue with you, you have the power to choose, never say “I can't”. Follow the model of reflection chosen to have a successful report.

Paraphrasing

The purpose of returning to the event is to analyse to better understand the event. The change of words with adjectives to nouns and from nouns to adjectives, from adjectives to adverbs, or meanings to synonyms, happened. I’ve seen that paraphrasing helps to avoid plagiarism. It forces me to read as many times as necessary until I understand the paragraph. I used synonyms, I changed the words, I changed the order of the words. My reaction was to realize that changing the words is already a kind of paraphrasing. Yes, other people did it in the past, in the present we also do it to express the meaning of someone else's words with my own words.
 The key aspects for this situation are the following: it is based on synonyms, it must respect the original, it must be objective, precise, it is not necessarily a summary, it is an alternative to citing. At that time. I was moved because I was understanding the situation as it progressed. I feel great, motivated and curious to know the results of a paraphrasing because I am learning new vocabulary. My actions made positive effects: a simple explanation, understanding and reasoning, reduces the technical. Nothing bothers me. The implication for me is to use the techniques; using synonyms, changing words class, changing word order.
 Now it will happen that we use the techniques to make a good paraphrase. I’m going to do first is read and read until I understand the event and then use the paraphrasing techniques. If I decide to do nothing; It happens that it would be committing plagiarism and I would not be making a correct paraphrase. If I faced a similar experience I would do differently; With the knowledge acquired, I go straight to reading until I understand the event, I use synonyms, I change the class of words. The skills I would need if I find myself in a similar experience would be; patience, perseverance, motivation, my time management in my breaks, focus. The key points of this experience and reflection are; read and read until you understand the event, use synonyms, I change the class of words.




Conclusions

Pg.3 Time Management it is a necessary skill that must be learned and improved. If you manage time well, you will no longer have stress and your tasks or jobs will be delivered on time and with great quality. There are the techniques explained in the discussion above that are helpful in achieving better time management.
Pg4. Organising Study when it comes to turning in assignments on time using TO-DO lists, with the necessary skills better managing study time to be more productive.
Pg.5 Reflection; using the reflection models we will obtain a good analysis as a result a good report. In addition, in everyday life it will help us to reflect better in making decisions.
Pg.6 Paraphrasing it helps us to understand the topic, not to plagiarize, it forces us to use synonyms by changing the class of words. We deliver the same information to the reader without losing the essence of the topic.
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