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Introduction




In this report, I will explain what has meant to be going back to school, what are my expectations, what I have learned, and all the difficulties that imply. During this course, I have learned different types of skills that helped improve my study methods such as Time Management, Academic Writing, and Reflective Writing. In this document are explained in depth those three important tools discussed with the lecturer. Therefore, in this report, the focus will be on what I have learned, what are my aims, the tools, and the actions needed to improve my skills to be capable of taking an admission test for the university that I desire. Going back to study was not a simple choice to make for many reasons, knowing from the beginning that this decision would have been very challenging for me. I was afraid of study in a different language, as a foreigner, I never took an English course before, even though I am living and working in this country since September 2015. During this period, I had many experiences, either good or negative that made me think differently, this thank you to all the different people I have met along my journey. Despite this I have always thought of complete my study, therefore I decided to apply for this course, “Certificate Skills for the Workplace”. The start has been difficult, much information was given to us but, after few weeks and a lot of effort I have gained confidence and knowledge. The course helped in this process by giving me the tools to improve my study skills.



























Time Management 



The first lesson in class was regarding Time management. The lectures explained to us the importance of time managing and different tools that could be used to improve it. Time management is a very important skill as most people don’t use time appropriately. To manage time correctly it is important to direct the effort appropriately and efficiently to reduce time wastage, it is also important to use specific tools that can help monitor our time such as diaries, work plans, trackers, to-do lists, and applications available online or in our devices. In class, we covered different methods of time management. For instance, in class, we treated in depth Eisenhower method. He understood that successful time management entails both efficiency and effectiveness. In other words, we must prioritize important tasks over urgent ones. To do so, and to reduce the stress of having too many tight deadlines, we must first comprehend the following distinction: Important activities have a result that allows us to achieve our objectives, whether professional or personal, urgent tasks need urgent attention and are generally linked with the accomplishment of someone else's objectives. They are frequently the ones we focus on, and they demand our attention since the repercussions of failing to deal with them are severe. The thesis that applies more to me do first what you like less.” Mark Twain once said that if the first thing you do each morning is to eat a live frog, you can go through the day with the satisfaction of knowing that that is probably the worst thing that is going to happen to you all day long” (Brian Tracy,2013). Your 'frog' is your most essential duty, the one you're most likely to procrastinate on if you don't act. It's also the task that has the most immediate beneficial influence on your life and outcomes. Start with the biggest, most difficult, and most important task first if you have two critical projects ahead of you. Discipline yourself to get started right away and to stick with it until the task is finished before moving on to something else. Consider it as a personal challenge or as a ‘test’. Don't fall into the trap of starting with the easier assignment. The key to achieving high levels of performance and productivity is to make the habit of completing your big work first thing in the morning a lifelong habit. You must establish the habit of 'Eating your frog' before doing anything else, and without devoting too much thought to it. This lesson was very important to me as it makes me understand how bad I am managing my time, but also helped me to improve it by giving me the right tools to use better my time. To reduce time wastage, I have started to plan my week so I could keep track of my progress and be able to deliver my work on time.



Reflective Writing



I must admit that when in class we treated reflective writing I was confused because I have never had the necessity of writing reflectively. This lesson was fundamental for my study because it changed my way of reacting and learning from different experiences either positive or negative. “The action or process of thinking carefully or deeply about a particular subject, typically involving influence from one's past life and experiences”, according to the Oxford English Dictionary (2012). Reflection is a technique for self-improvement and deeper learning that involves reflecting on an experience to learn from it and then moving forward. A person may talk about learning from an event; reflective writing takes this a step further by putting the reflection into the more permanent and organized shape of a written report and connecting it to academic theory. Reflecting on an experience (also known as "reflection on action") may assist you in making connections between theory and practice, as well as between your previous and present knowledge. Reflecting on and learning from your experiences might help you avoid making the same mistakes and move away from responding reflexively and without thought, it will assist you in identifying the effective parts of an event, as well as any valuable concepts that may be applied to future circumstances. Reflective writing can come in a variety of formats. It could be a piece of assessed work for your course that incorporates academic theory. Another kind of reflective writing is a diary or journal (sometimes known as a learning log), which is written purely for your benefit and in which you regularly record your ideas and experiences regarding your learning experience. In class, we compared Gibb’s and Kolb’s reflecting methods. “Kolb's Experiential Learning Cycle” looked to be the one that was easier for me to comprehend and put into practice as I am a practical person, it comes much easier for me to learn from an experience. Kolb's experiential learning theory operates on two levels: a four-stage learning cycle and four distinct learning styles. Kolb's approach is heavily concerned with the learner's internal cognitive processes. According to Kolb, learning entails the acquisition of abstract concepts that can be used in a variety of contexts. New experiences, according to Kolb's idea, offer the drive for the emergence of new concepts. “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38). Kolb's experiential learning style hypothesis is typically shown as a four-stage learning cycle in which the learner 'touches all the bases. Kolb's experiential learning style theory is expressed in four steps:

· Concrete Experience - a new experience or situation is encountered, or a reinterpretation of existing experience.
· Reflective Observation of the New Experience - of particular importance are any inconsistencies between experience and understanding.
· Abstract Conceptualization - reflection gives rise to a new idea or a modification of an existing abstract concept (the person has learned from their experience).
· Active Experimentation the learner applies their idea(s) to the world around them to see what happens.

Effective learning occurs when a person goes through a cycle of four stages; having a concrete experience, observing, and reflecting on that experience, forming abstract concepts (analysis) and generalizations (conclusions), and using those abstract concepts and generalizations to test hypotheses in future situations, resulting in new experiences. Learning, according to Kolb citation (1974), is an integrated process in which each stage is mutually supportive of and feeds into the next. You can enter the cycle at any point and continue it through its logical progression.
Effective learning, on the other hand, happens when a student can complete all four stages of the model. As a result, no one stage of the cycle may be used as a learning method by itself.










Academic Writing



A very important lesson that I have learned in class is about academic writing. I felt very insecure at first because I never wrote an academic document, instantly came up to mi mind that it is a skill I need to evolve. Moving forward with the lesson I understood that the only method that would help me to develop this skill was a lot of practice. This lesson will help me in the future as I decided to continue my study after the end of this course. Academic writing is a specific formal approach of writing to develop certain documents. It follows the same writing process as other types of texts, but it has specific conventions in terms of content, structure, and style. It is specially used to write an essay, research paper, literature review, thesis, dissertation, lab report, research proposal, and annotated bibliography. To be correct it must follow a design structure; it needs to be formal and unbiased as it aims to communicate information impartially. It is also important to avoid informal languages such as slang, contractions, and clichés. If you use too many basic phrases in your writing, it will come out as childish, so it is advised do not to overdo it. It is preferable to use one-word substitutes for phrasal verbs. The tone of reflective reports and personal comments might be less severe at times. You may not have to adhere to these rules as closely in this style of writing. A dissertation's prologue or acknowledgments often have a less official and more personal tone than the body of the document. The most important method that I have learned, that also helped me to complete this assignment, is paraphrasing. It was for me the easier tool to use, to be able to accomplish my assignment, hence capable of write so many words.



Conclusion



As mentioned in the opening, I had no idea what to anticipate when started the course; I was full of doubts and hopes, but also fear. Participating on a university campus was something I never did before. This first term was very challenging because I had to learn how to understand, communicate and write in a different language. Despite all of this I have gained the right skills to be able to complete my first term at this course. In those nine weeks, I have learned the most important lesson that nothing comes from nothing, if you put effort, time, and practice all the arguments that have been covered in class results will come. The skills that I have gained in this course such as obtain information, write academically, be able to write reflectively, will guide me for further study that I want to undertake to become an electronical engineer. I conceive that this course not only will develop my study skills but give me the right tools I could apply either to my work or life experiences by manage my time in a better way to complete my tasks in time and efficiently.
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