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Introduction 
	The aim of this reflective essay is to reflect on different topics and analyze the situation, what happened, what was the problem, how could be solved, what could happen if it is repeating the situation. 


Time management
	Description– last term when I start to study this topic I did not know to many about it, and I was not that good on managing my time I did not expect the hardly times which I meet, trying to share my time, everywhere it was a bit difficult.
	Feelings- I was scared, confused and did not know what to do. In my mind came that I will never learn how to manage my time, I felt stuck between my responsibility, I saw my colleagues, they were impressed about the new information about time management. After class I was a bit more confident and strong than before.
	Evaluation-I had a good experience learning new things about time management, to do the urgent and important thing first, how to manage my work, my classes, my homework, I started to improve my knowledge. The bad part it was the scary feeling which I had in that moment and the time when I realized that I postponed the to do list very often and I have to start stop doing it, and I think that my problem with managing my time is solved.
	Analysis- I thing I was so stressed because I overreacted, If I was looking in a different way at the information from the teacher it was easier and much better for me to understand that it was not that hard to manage it. I do not think there could be a way of reacting different however I could discussed about it with my colleagues.
	Conclusion- I learnt how to do my to do list better and also 80/20 rule which means doing 2-3 hard things have a percent of 80 instead of doing the easier ones being equal with 20%. Now I can manage my time easily without complications and hesitation.
	Action plan- I will use my knowledge learnt about time management at workplace, at University, at home in a correct and best way possible, I will use it to improve my skills for example finding time to communicate more with other people, finding time to think more and taking better decisions. In case I will be in the situation of learning other new skills I will be more calm and I will read and listen carefully to my teacher.
   
Paraphrasing
	Description- when I start learning about this topic I had an idea about it however I was to far from the real meaning , paraphrasing is when i read a text and  I write it with the same meaning  using synonyms, I did not know how exactly can be used , my colleagues was almost as me , it was something new for everyone.
	Feelings- in that moment I was curios ,  looking forward to put in practice what I was going to learn, I had normal emotion, not overreaction, finding in my mind easy to put in application. I think most of the people found paraphrasing easy and really interesting.
	
	Evaluation- I liked how easy can be to paraphrase and that I can learn new words using synonyms, and also the way it was explained by teacher. My contributions were possitive because in understood very well the lesson, it was a good experience, there were just good thing, nothing complicated.
	Analysis- things went well because paraphrasing is not a hard to learn, the explanation it was very easy to understand and to put in practice. I found this knowledge very useful for my homework. I think this it was the best way of understanding this lesson and cannot be improved with anything.
	Conclusion- I learnt how to paraphrase properly with less plagiarism, using my own words and trying to find synonyms. In this moment my paraphrasing skill is very good and I can easily read something and write it with the same meaning and different words, is a good thing and I am feeling confident. I am sure this was the best way of leaning and If I could I will not choose a different method, and I do not need any other skills to handle this better.
	Action plan- I can use this skill at University for my assignments, I will improve this skill by using it more often, if I could go back I will concentrate more on paraphrasing after lesson and will discussed with my colleagues about it.

Summarizing
	Description-summarizing is when I read a text and I take the main idea. First time when I heard about this word I did not know exactly what is the meaning of it however I was summarizing almost everyday. I learnt about it last term and my teacher helped me to have a good understanding.
	Feelings-on the beginning I was a bit confused because of the name of this topic however came clear after knowing the meaning of it, in that moment I saw it difficult, instant my class mates were more confident and familiar with summarizing. After lesson I was very calm and happy that I knew that topic before.
	Evaluation- the good parts of this is that is easy to use and can be the way of checking on people to see their understanding however the bad one is if I do not understand properly the text I may summarize it wrong and then will be a problem.
	Analysis-everything went well because of my previous knowledge and I was listening to the teacher. I could react in other way if I knew this name and the part that I knew how to do it, there is not a way of making me to understand better.
	Conclusion-I learnt how important is summarizing in life, being used everyday anywhere because I can use it in a conversation too when I am not sure of my understanding . Now I can say the main idea very easy without speaking much.
	Action plan- I can use my experience and knowledge at work, University, at home and in other places when is needed. Summarizing will help me to improve my listening skills because oi need to be a good listener to summarize correctly, if I will meet again this situation, I will listen again carefully until I get the information.


Analytical thinking
	Description-analytical thinking is analyzing the problem and finding the solution. This term I learnt about this topic, my teacher explained very well the meaning and an easy way to identify the issue and solve it.
	Feelings- in that time I felt confused, I was thinking that I could take better decisions if I was taking the things in that way and same time how much decision making have an impact afterwards. Few of my colleagues knew what is analytical thinking, they were calm and prepared to do some exercise in class to demonstrate their knowledge.
	Evaluation-I am happy because I understood very well and I had some examples in class, I had a good experience when the time of practice came. There was few mistakes on the beginning however I find easier to use five steps of analytical thinking which made me to have a clear and good answer.
	Analysis- everything went fine because I had decision making skills, my teacher had a clear explanation and I had exercise in class which helped me a lot with understanding. I could respond a different way, confusing analytical with critical thinking because for me it is a little complicate to distinct them, if it was something stronger to distinct them were really helpful for me.
	Conclusion-I learnt many things about analytical thinking, the steps of analyze the problem and an easy way to solve it, now I can make the difference between analytic and critic which is really important. Will be not hard to do this if I will improve decision making skills.
	Action plan- I can use this skill everywhere it needs, University, workplace, home, whenever I face a problem. Now because I know how to think in this way will be not hard to improve this skill. In case I could go back to the time when I had this lesson I will look for anything to distinct analytical and critical.


Curriculum Vitae
	Description- CV is a document where the qualification, work experience and who is the person it is showed. This term I learnt about it, I knew how to make it however it was a lot of things which I found new and interesting about it, I understood what should be write and what not and how long it needs to be. In that moment I realized that I could work in a different place where I wanted if my CV was how it should be. My colleagues had almost the same reaction as me, the difference was that some of them knew how to make this document without any other information.
	Feelings-in that time I was a bit sad because I think I could be employed as a waiter if my CV was more detailed and made in a good way, in my mind came that I can do better in future when I will change my job. Other people were calm, reacting normal however their face expression showed me that they liked the information given by the teacher. 
	Evaluation- I had a good experience learning many information about this document, is good that I know how it should be and how can I have the employer attention. The bad experience was the less knowledge which I had about it, the good one is the contribution with an good answer, everything else went well.
	Analysis- the good things went well because my teacher was explaining very well and I have been a good listener, the bad part is because of less knowledge about CV and because of my experience from the past. In case I had someone to show me how this document should be made I could be more calm and responding in a best way, to practice in class and make an example of CV could be very helpful.
	Conclusion- I learnt many good things about this document and how to improve on it next time when I will need to change my job, however the experience and previous jobs will be much better to have because even a good CV cannot help to have a good job if I do not have at least few month of experience or to have the ambition to learn how to do it. I think there could not be any different way to it.
	Action plan-I can use this document to have a job and at University when it is needed, to improve my skill I will practice making CV at home and if this situation is happening again I will react in the same way because some things cannot be changed.

Conclusion 
	The purpose of this reflection was to remember the situation when I learnt for first time about this topics and using analytical thinking to see the problems and solution and the most important to improve my skills in future.
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