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[bookmark: _Toc88849510]Introduction
The report will provide a reflective summary of the assignment1 that I have done in the last time. Further, various skills of personal development will be discussed that I have gained from module and previous studies. The assignment will be finally provided with an explanation that will enhance the skills that I have possessed. 

[bookmark: _Toc88849511]Reflective summary 
The effects of the blended learning process and traditional learning process have been portrayed in the report. Through the report, I have determined the advantages and disadvantages of blended learning and the traditional learning process. In the current situation, while the educational system is completely dependent on digital tools and technologies. While the pandemic is developing, its effects on the educational sectors and the structure of the sector are totally affected. A blended learning system provides modern technological support to the students and individuals supportive of the students. In developing my personal educational skills, I have increased my learning system adapted efficiency to expand future learning scopes. On the traditional learning process, we were touched by teachers through the classroom learning process. Besides, in the current situation, we are learning by digital platforms. In the current digitalisation era, the Blended learning system is producing self-interactive educational experiences, online study experiences. In addition to this, my parents are getting to know about my educational progress through digital platforms. Along with the advantages of the Blended or online learning process, I have developed several disadvantages of the online learning process. The Blended learning process is increasing student’s plagiarism, and credibility adapted sources that are affecting students learning efficiency. It is affected my motivation ability which I was getting from interacting with my friends and teachers in the classroom section. Along with this, the advanced technologies are affecting teachers' works ability and their faith in their students. On the other hand, in the traditional learning era, we were more active in our education. Moreover, it increases my own interpersonal skills, provides more effective self-motivational skills. While understanding the disadvantages of the traditional learning process, it had more additional costs, more time-integrated than presentable. Lack of social interaction is another part of the traditional learning process. While I have compared the traditional learning process to the blended learning process, I have specified various deference’s between both learning processes. Both of the learning processes are workable for developing our personal skills. However, the current online learning system is developing our social interaction effectiveness and time management ability. It delivers more productivity and self-presentation quality of mine in the way to developing my higher educational environment. The advanced technologies are increasing our informational, technological usage capability and software presenting ability. It can provide better educational cultures values to enhance personal skills and integrity. The traditional learning process helps to promote the motivational structure; on the other hand, the Blended learning system promotes presentable and team collaboration processes of mine. Through increasing my knowledges about digital technologies, I can expand my personal skills and develop my higher educational path to get sustainable career opportunities. 


[bookmark: _Toc88849512]Research skills 
Research skills are the ability to gather information’s about searching topics to analyse and get a solution to research problems. It produces my research availability to develop my further writing skills (masterclass, 2021). In order to develop my research skills ability, I need to recognise several resources from the internet. The quality resources can provide a better ability to me to get more specific my research skills. Developed research skills can provide an ability to develop own creativity to structure self-learning practices and learning-oriented systems. The research skills are helping me to develop my personal activities improvement and time management skills.  Time management skills are needed to manage research availability. Strong research ability may improve my attention to the details of the study topic (toolshero, 2021). It increased the ability of problem-solving ability to resolve all arise problems on developing writing process. Through developing my research skills, I can get the capability to be more informative. Developed research skills are developing the authenticity to use proper resources on developing personal studies. It provides an idea to increase my knowledge about cultural context with accuracy. Moreover, it helps to improve my ability to develop critical analysis ability to get better results in my writing. While I am expanded my skills in the higher academic writing environment, i am develops the way to improve schedules and planning process for research. Through depending on the internet platforms, I have learned to improve my ability in the data collection process. The data collection process can be more effective to increase my capability to get more information about my education (cornellcollege, 2021). The development process of researching technologies can increase my ability to identify different resources from the internet.


[bookmark: _Toc88849513]Time Management Skills 
Skills of time management are important for entrepreneurs since they are surrounded by abundant works. The skills of time management are important as it enables in organising the personal as well as professional tasks efficiently. I have seen that managing time is one of the most important skills that are required for organising tasks. This skill has enabled me to assemble my list of tasks as per the priorities (Skillsyouneed, 2021).  I have followed the matrix of Eisenhower and have learned my time management capabilities through the following method
	Eisenhower Matrix

	
	Urgent
	Not urgent

	Important
	Needs to be done urgently: crisis states, meetings with the organisational executives, due assignments
	Requires scheduling: significant projects that are ongoing, recruitment, booking medical appointments

	Not important
	Delegation: the meetings that are not important, emails that are less significant, unwanted interruptions
	Not at all significant: going through the feedbacks, sorting mails from the junk, watching TV and movies


:
Thus, I am able to differentiate my task as per my urgency, and the skill of time management has enabled me to accomplish my job roles on time. It is not easy to enhance the skill, but a continuous effort on the same has enabled me to attain my goals of managing time skilfully. Through various journals and interviews, I have found that successful entrepreneurs use time management variants in order to enhance their productivity as well as effectiveness in their daily lifestyles. 
There are various reasons why I was not able to manage my skills. I never made a to-do list (Lifehack, 2021). Thus, I was unaware of my important works and was unable to accomplish them in the provided time. Another issue I faced was a lack of time management due to multitasking. I have experienced that multitasking decreases work productivity since our brain is equipped for conducting a single task at a time. As per various researches, it is concluded that multitasking reduces the IQ of a person. Thus, I have decided to conduct a single task at a time as that will enhance my time management skills, and I will be able to accomplish my tasks without any distractions.


[bookmark: _Toc88849514]Critical thinking skills
It is the skill that enables a person to think transparently as well as rationally, and c prehend the ideas in a logical pattern. Critical thinking is considered a point of debate from the ages of Aristotle and Plato. It is an ability where an individual engages himself in a kind of thinking that that is reflective as well as independent (Erstad, 2018).  The module has enabled me to focus on the skills of critical thinking, and I am able to evaluate my skills of critical thinking. After the completion of the model, I am able to think critically on all topics and debates and identify various arguments. Before thinking critically on a subject, I identify the objectives I need to think about. Then I commence thorough research on the subject I want to do critical thinking. I identify the biases of the study in the next step. This is crucial as well as important to identify the biases in order to opt for better identification. Through my module, I am able to extrapolate as well as identify the potential outcomes while evaluating a situation. Analysing the relevance while opting for critical thinking is important as it enables a person to analyse the data and information that are required for analysing the situation.  In order to think critically, one has to possess the curiosity of gathering knowledge on the same. I have enhanced my critical thinking skills since thinking critically will help me to enhance my career prospects and will provide me with variation in career choices. The ability to evaluate, analysing and objectify complicated situations and circumstances are important in a human as it helps an individual to identify the situations properly (Skillsyouneed, 2021). As per my knowledge, in the present situation where fake news a rumoured unnecessarily, one has to possess the skill of critical thinking in order to analyse a situation or a statement and evaluate whether it's true or not. Critical thinking has helped me to evaluate a situation through my own opinion and analyse it accordingly so that I am not influenced by the thoughts of other people (Tomaszewski, 2021). 
[bookmark: _Toc88849515]Presentation skills 
Presentation skills enhance the ability of a person to communicate with the target audiences properly, convey messages efficiently, engage the target audience within the study and an interpretation and comprehension the listener's mindsets. The presentation skills enhance the persuasive powers and comprehend the audience with the knowledge or information one wishes to convey through the presentation (Galindo et al. 2020).  After the completion of my module, I am able to analyse that I have enhanced my opportunities for growth. The skills have groomed my personality and have elevated my confidence level. If I want to earn more clients for my organisation, I have to enhance my presentation skills by comprehending the mindset of my audience. Possessing proper skills of presentation enhances a person to provide a shape to a message he is trying to convey as per the audience traits (Dancisinova et al. 2020). Thus, the message will be transmitted to the targeted mass successfully, thus attaining success in the same. In order to enhance my communication skills, I have undergone various presentation skills so that I am able to comprehend my target audience and analyse their demands, as well as incorporate my message accordingly. I have started researching my audience before executing my presentation. This has been enabled by comprehension of the audience traits (Valleva et al., 2018). Thus, I am able to create a message that is easily grasped by my audience. In order to exercise my presentation skills efficiently, I practise my presentation several times in front of the mirror so that I do not get stuck while presenting my subject in front of my audience. 


[bookmark: _Toc88849516]Note-taking 
Efficient taking down the notes plays an important role as it helps an individual to meet the requirements when they are taken down. It is a powerful skill that aids efficient communication through summarising as well as retaining the highlights from the hearing and comprehension (Skillsyouneed, 2021). Note-taking are of various forms. I use the skills of note-taking while undergoing a face-to-face conversation, phone conversation or at meetings. It helps me to remember the important points that are essential for future use. I have enhanced my note-taking skills by writing down the issues that I need to cover. I have watched several motivational movies and have taken appropriate notes that I have learned from the movie. I highlight the important points while reading a book so that I don't forget the key highlights that I have learned from the book. The tricks and tips that I use while taking notes are unique and needs to be followed by every individual for gaining efficient note-taking skills (Student, 2019). While jotting down the notes, I prefer writing the key points in a phrase and not the full paragraph. For example, when my senior is briefing me on the requirements of an assignment, I write down the important points that I need to highlight in my writing. Suppose he mentions, “Conduct a SWOT analysis to analyse the current situation of the market.” I prefer writing only SWOT Analysis because this will help me to remember what I am supposed to do. I prefer using symbols and abbreviations while writing down a note. I use maps as well as diagrams to analyse my writings. 


[bookmark: _Toc88849517]Conclusion
The assignment has been provided with a reflective summary of the previous studies. It has further been provided with various skills that I have enhanced while studying the assignment. The assignment has been finally provided with an explanation that have enhanced the skills that I have possessed.


[bookmark: _Toc88849518]References 
Books and journals
Dancisinova, L., Benková, E. and Danková, Z., (2017). Presentation skills as important managerial competences in the context of professional communication. Polish journal of management studies, 15.
Galindo, C., Gregori, P. and Martínez, V., (2020). Using videos to improve oral presentation skills in distance learning engineering master's degrees. International journal of mathematical education in science and technology, 51(1), pp.103-114.
Valleva, E.E. and Polukhina, M.O., (2018). Teaching presentation skills in English language classes. Vestnik of Samara State Technical University. Psychological and Pedagogical Sciences, (4), pp.55-65.
Website 
cornellcollege, (2021). Ideas for Strengthening Research Skills. [Online] 
Available at: https://www.cornellcollege.edu/library/faculty/focusing-on-assignments/strengthening-research-skills.shtml
Erstad, W., (2018). 6 Critical Thinking Skills You Need to Master Now. [Online] 
Available at: https://www.rasmussen.edu/student-experience/college-life/critical-thinking-skills-to-master-now/
Lifehack, (2021). 10 Practical Ways to Improve Time Management Skills. [Online] 
Available at: https://www.lifehack.org/articles/productivity/10-ways-improve-your-time-management-skills.html
masterclass, (2021). How to Improve Your Research Skills: 6 Research Tips. [Online] 
Available at: https://www.masterclass.com/articles/how-to-improve-your-research-skills
Skillsyouneed, (2021). Critical Thinking Skills. [Online] 
Available at: https://www.skillsyouneed.com/learn/critical-thinking.html
Skillsyouneed, (2021). Note-Taking. [Online] 
Available at: https://www.skillsyouneed.com/write/notes-verbal.html
Skillsyouneed, (2021). Time Management Skills. [Online] 
Available at: https://www.skillsyouneed.com/ps/time-management.html
Student, (2019). Techniques and Tips for Listening and Note Taking. [Online] 
Available at: https://www.student.unsw.edu.au/notetaking-tips
Tomaszewski, M., (2021). Critical Thinking Skills: Definition, Examples & How to Improve. [Online] 
Available at: https://zety.com/blog/critical-thinking-skills
toolshero, (2021). Tips to improve your research skills. [Online] 
Available at: https://www.toolshero.com/personal-development/tips-improve-research-skills/




Page 2 of 2

