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[bookmark: _Toc100420401][bookmark: _Toc100423196][bookmark: _Toc100423654][bookmark: _Toc101102508][bookmark: _Toc101105114]Introduction

	The purpose of this report is to reflect on three different topics which I learned in this module. I will talk about how useful they were to me, what I learned from them during class, considering what I already knew. Topic four will be public speaking and giving presentations, containing me personal reflection on the individual presentation I delivered in week 9. This will be done by using Gibbs module of reflection. Gibbs module of reflection has six main stages: Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan. 

[bookmark: _Toc100420402][bookmark: _Toc100423197][bookmark: _Toc100423655][bookmark: _Toc101102509][bookmark: _Toc101105115] I Description 
[bookmark: _Toc100423656][bookmark: _Toc101102510][bookmark: _Toc101105116]1.1 Time management
In this module I had learned about Time Management, how to manage our time. I had learned that we must divide the things what are important and what are less important. Anita showed where we must put the attention to notice where we waste our time. We learned about “daily time management “. For example: list what you need to do within a certain time span, prioritise all these activities (hight, medium and low). Anita said that if we are planning our time, we will have more time for important things what we need to do. She said that 20% of all activities account for 80% of the results.
[bookmark: _Toc100423657][bookmark: _Toc101102511][bookmark: _Toc101105117]1.2 Academic writing 
The next topic was about academic writing, we talked about several types of sentences that we should use in academic writing. Anita explained to us how we can analyse a sentence that could contain a subject, verb, object, complement, or adverbial. Then Anita explained that a sentence is: at least one clause, a clause consists at minimum of a subject and a verb, there may also be an object or complement of the verb, there may also be an adverbial (where, when, why, how).
[bookmark: _Toc100423658][bookmark: _Toc101102512][bookmark: _Toc101105118]1.3 Summarising
I also had learned in this module about summarizing. What I understood is that to summarize is simply to identify the most valuable information from a text, whereas a paraphrase may be of equal length to the source text, a summary is shorter and just as a paraphrase, summaries require a reference to the source. My teacher Anita gave me step-by-step guide to summarizing. There are five steps: read, write, check, revise and give reference.
[bookmark: _Hlk101101357][bookmark: _Toc101102513][bookmark: _Toc101105119] 1.4 Public speaking and giving presentations
In week 9 I presented my presentation about my intended career. I talked about the responsibilities and skills I need in my career. I talked about my Swot analysis. I explained what my skills would help me with and why I needed them in my future career. Also at the end of the presentation I talked about my pdp plan (personal development plan) and how to improve my weaknesses.

[bookmark: _Toc100420403][bookmark: _Toc100423198][bookmark: _Toc100423659][bookmark: _Toc101102514][bookmark: _Toc101105120] II Feelings
[bookmark: _Toc101102515][bookmark: _Toc101105121]2.1 Time management
I felt for a moment that this theme is part of our lives. All what I listened during the sessions seemed very close to me and common. I am honest with myself, and I know I cannot always manage my time usefully, but maybe I did not really know how to do it. Over time, I try to focus my time on the steps and the more important things, but sometimes it is not the way we think.
[bookmark: _Toc101102516][bookmark: _Toc101105122]2.2 Academic writing
Therefore, we learned that we have different sentences and I was thinking that I already know this, I learned this in my school and this is a familiar topic to me, but still when I started to analyze the form of a sentence, I realized that I forgot a lot of information, like for example, that a simple sentence is consisting of :subject/verb and with object and adverbial.
[bookmark: _Toc101102517][bookmark: _Toc101105123]2.3Summarising
At that moment, when the teacher was explaining to me, I was already thinking that I had a place to use this topic, it did not seem difficult in theory, but when I did the exercises in practice I discovered that it is not so easy. I thought I should practice this topic more.
[bookmark: _Toc101102518][bookmark: _Toc101105124][bookmark: _Hlk101101413]2.4 Public speaking and giving presentations
I was too stressed and nervous during the presentation. I thought I might forget something important. At one point it seemed to me that I had no air to breathe. At the same time, I thought it was something new and interesting. For a moment I thought I might like to speak to the audience more often.

[bookmark: _Toc100423199]III Evaluation
3.1 Time management
I heard a lot of things from teacher, which made me think and took some useful tips for myself, how I could manage my time to do as many important things as possible. This theme was good for me, because you do not hear this information very often, but maybe because there are few people who can tell you about it.
3.2 Academic writing
  I had a good experience, when Anita showed us a video on how to combine sentences, I got a lot of useful information such as three options how to combine sentences using comma/coordinating conjunction, then with semi-colon and semi-colon/conjunctive adverb.
3.3 Summarising
Then I watched a video about “writing summarize” where I understood that I do not need to write specific details, dates, or figures unless essential. I need to write “topic sentence” to identify the title, author, speaker, then “supporting sentences”- followed the same order as original. “Paraphrase”- no direct quotes and “Be objective”- do not add your opinion. This information is especially useful in our days because we have a lot of information everywhere and when I will need to summarize the context of a certain text, theory, or interview this will be easier for me because now I already know how to do this.
[bookmark: _Hlk101101727]3.4 Public speaking and giving presentations
From this experience l understood that I can fit in with the information, but it is not well received, because I spoke very quickly. I realized that I didn't gesture at all, and I didn't make eye contact because when I tried to do it I was distracted and I forgot what I wanted to say.

[bookmark: _Toc100423200]IV Analysis
4.1 Time management
  The moment Anita told us how we should arrange our time, I analyzed that when we can do more, sometime instead of doing the most important thing we have to do even if we waste more time, we decide to do several small actions. With the thought that it will take us less time, but by the end we realize that we have given more time to the little things that we should have or as we would have liked from the beginning. At this point, I realized that I was not doing things right.  According to Darren(2012) Equally important is that you rank order the various projects you are attempting to complete. This ensures that your efforts are always focused on the most important.
4.2 Academic writing
Then I made some examples. For me it was something new and interesting but at the same time not so easy. When Anita explained it seemed that it is easy and that was in my mind, but when we started doing examples it was not so easy like I thought, I understood that I do not know this theme.
4.3 Summarising
Analysing I can say that,, in order to make a summary I can not only read the information and then produce the summary. In the event that I do, I will most likely lose the most important information and include unnecessary details. But also trying to paraphrase but be close to the text is possible to be accused of plagiarism”. (EAPFOUNDATION.COM,2013) 
[bookmark: _Hlk101101798]4.4 Public speaking and giving presentations
For me 5 minutes was a bit, I cannot say that I had a lot of information because I supported each idea with 2 sentences, but not to rush next time means that I need to have even less information and not emphasize each idea.

[bookmark: _Toc100423201]V Conclusion
5.1 Time management
Even though we have done many insignificant things, we are not satisfied, because the most important things have not been done. We need to do the important things first, because if we will do less important things and although they are small, but they will take more time and they will become increasingly and when you will do all this things what are not so important you will realise that you have spent all your time on things what are not so important and the important thing are not done and you do not have time.
5.2 Academic writing
I also learned the 5 rules of the structure of a paragraph and in conclusion I can say that the information was useful, because in a paragraph we really have to use simple words, to cut unnecessary words, that position has meaning, and that we need to  avoid using contraction words for example: don’t -do not . All this helped me to be more closer to the theme.
5.3 Summarising
The conclusion of this topic is that,, before writing an effective summary I need to follow certain steps. It starts with analyzing the text to get the main idea. After that I have to read more carefully and highlight the main points and points of support but ignore the examples and details. After that I will make notes in my own words. Then, I am ready to write a summary. When this is ready, my task is not, because I have to check, if in the summary I have included all the main ideas and I have put references to the source.” (EAPFOUNDATION.COM,2013)
[bookmark: _Hlk101101837] 5.4 Public speaking and giving presentations
In conclusion I can say that everything I knew I had to use to have a good presentation” breathe, become comfortable with "the pause", be aware of your hand gestures, make eye contact, move around some, "(Saint Leo University 2021)I have not used, because I did not practice and any movement of mine distracted me, even a small movement with my hands.

[bookmark: _Toc100423202]VI Action Plan
6.1 Time management
Having this problem, I often listen and take advice on how to manage time usefully. I have some tips to follow. One of them would be to make a list to start with the most important things and finish with the least. Then start doing them one by one, so that at the end of the day I will feel better.
6.2 Academic writing
Now I use in my report all this information although I did not know this. and I am happy that I learned some new information what will be useful for me in the future, all this information is now a help to me and I am going to use it in my reports and the next time.
6.3 Summarising
I am going to use all this information, like for example when I will need to condense large units of text or other forms of data, I will use this. It can help me in the future because when I will be asked to summarize a course book or article, or I will find some information, but I will need just a short part of that or just the main idea. I will know how to summarize a text and it will be very helpful for me.
6.4 Public speaking and giving presentations
In the next presentation I will try to practice more hand movement, eye contact, not to rush when I speak, to be much clearer, I will use less information to fit in time. I also need to practice looking in front of the mirror and family to get over the feeling of fear.

Conclusion 

In conclusion, I can say that I found all three of these topics useful, knowing a lot of new information, I applied them all in writing my report and I am not sorry that I learned them. The presentation of my project was a very special experience, full of positive emotions, a little stress, nervousness, but also something new that helped me develop my ability to speak in front of people and improve my weaknesses.
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