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INTRODUCTION

This report is about reflective thinking on 4 topics given during the first and second term and chosen by myself.
 
The first thing I talk about is time management because I consider that it is the main thing and what has helped me a lot to manage my time in a more adequate way and to be able to use my time effectively reducing a lot of wasted time and thus approach and even achieve certain goals.
 
Continuing, I will talk about references, since it is an essential tool for any academic work since it is necessary to demonstrate your sources avoiding plagiarism and accredit the author to avoid copyright problems.
 
Critical thinking was a skill almost unknown to me that has served me well as a personal improvement. I have researched on the subject and have increased my knowledge to be able to make more precise decisions and evaluate my sources of information appropriately.
 
The last skill to cover is public speaking, one of my priority skills to improve since it will be very important for my future projects. Thanks to some tips and presentations made during the course and you practice on my own I am improving my communication skills.
 
All references to sources that have been very helpful and have allowed me to complete this work are attached at the end of the report.






TIME MANAGEMENT

Before this course, it had always been difficult for me to manage my time properly, so I could not take advantage of my time and thus not achieve my goals and not meet my objectives on time.
 
When we started the first trimester and we saw the topic of time management, I felt very happy since it is something that I have always wanted to improve and I had not been able to do by myself so I contacted my teacher to advise me on how I could improve this appearance.
 
So we put into practice a list of things to do on a daily and weekly basis and discovered that I was wasting most of my free time and that if I organized it correctly I could get a better personal performance thanks to a reduction in time wasted and good time. time management to meet all objectives.
 
Thanks to the goal setting method (SMART), I learned to prioritize some activities over others, and organize them from a low, medium or high priority. This helped me move forward and reach my goals in times of weakness or tiredness such as when leaving work, or after a difficult week for example.
 
I wanted to talk about this point because I consider that it has been very helpful to have a proper organization and thus be able to finish all my tasks on time and meet my goals on a daily basis thanks to the proper and efficient use of my effort. I learned to value my time more and that due organization everything is possible. Without a doubt it will be an essential tool throughout the course and in my life in general, I still have to continue improving and eliminating certain breaks that I am currently taking.




REFERENCING 

I would like to talk about references, since it is one of the most important tools that we have learned in this course and proper use is essential for any academic work since by law the author must be accredited and also to avoid plagiarism.
 
In my personal concept, I already had a more or less clear idea of what referencing was and why it is important. But despite my previous knowledge, I couldn't imagine how important it is.
Due to my poor or inadequate awareness, I had to deal with some copyright issues as I was producing public material on the YouTube platform using some source or content from another author without crediting it. This led to the removal of the published content and thus losing the work that I had done with my effort. I decided to investigate on my own to avoid future problems.
 
Starting to make references, I ran into doubts when I didn't know how to distinguish well about what source each information had to analyze and sometimes where it actually came from. Therefore, I found problems adding the publication date or even the author himself when the information was obtained from a video on YouTube or from a report found on school pages.
I found that my references were incomplete because I did not know how to find the appropriate information.
 
In conclusion, I think that an appropriate use of references is absolutely necessary and very useful. An essential tool in the school environment, as it serves as proof that the work has been done exclusively by you, demonstrating what sources of information have been used, thus accrediting the author and avoiding accusations of plagiarism. I think that more work should be done in this technique since it is a very useful tool and completely necessary for the academic or even work environment.







CRITICAL THINKING

The next technique I would like to talk about is critical thinking. I find it a very interesting and very useful tool for our daily life since it is very important when making decisions and it helps you to evaluate all the information, basically critical thinking is what makes you be yourself.
 
I had information about what critical thinking was since a few years ago I took a course in psychology. After the material learned in class, I didn't think I had fully understood what it meant or how I could improve my skills, so I decided to investigate by myself and after some online videos and reading some reports from the university, I managed to understand it better.
 
I understood how important it is in aspects such as preparing for a job interview, achieving better time management and making any type of important decision, since critical thinking makes you evaluate the different possibilities and question important aspects at work, in the academic life and even in your daily life.
 
For example, when doing research for academic work, you must do critical thinking to question how reliable and safe its source is, critical thinking is what will do more research to find out and contrast versions of the facts to get your own conclusions.
When making decisions in the field of work, for example financial, you must evaluate the different possibilities through critical thinking to make the best possible decision. A judge must have a perfect handling of critical thinking when judging a defendant and passing a sentence.
 
I also learned a question to help me practice critical thinking, like What do I currently know? or How do I know this? Questions that make you question yourself and from there start to elaborate more complex questions to achieve better decisions.
Doyle (2019) Helpful information to understand better.




PUBLIC SPEAKING SKILLS

The last skill I'm going to cover in this report is about public speaking skills. A skill that I think is very important and that must be controlled since it allows us to form connections, influence decisions and even motivate change.
 
In my personal case, I have always tried to avoid going out to present any type of work or I have tried not to participate too much in group presentations since my nerves invaded me and I was unable to connect the words maintaining an adequate tone of voice without my voice trembling. As I grew up, I tried to face my fears and therefore I tried to improve my public speaking skills by practicing in front of the mirror or even recording myself since with critical thinking I could judge myself and see what things I wanted to improve.
 The topic given in this term that I was waiting for because I was nervous about the idea of having to present a presentation in front of the whole class in a language that is not my native language, I really wanted to try and fail, to make mistakes and gradually improve , since my future projects will not be possible to carry them out perfectly if I do not improve a skill as important as this since in things like business, a good communication skills gives you many opportunities.
 Techniques to improve the way of practicing, learning to correctly use gestures and proper use of the hands and body positioning. Maintain eye contact with listeners, try not to read anything unless it is absolutely necessary, and even a teacher once advised me that in order not to lose my nerve in front of a crowd, I could look at the listeners' eyebrows instead of the eyes and they would not notify. Something that has really helped me a lot is also not answering questions until the end of the presentation, this has allowed me not to abandon the rehearsed script and thus be able to conclude my presentation successfully.
In conclusion, I am very interested in this topic, I have practiced and improved my skills, but I still have to work harder since I would like to master good communication skills.
There are many practice methods and tips to improve.

North (2020) Useful tips to improve my ppt skills.



CONCLUSION

To finish, this report includes my reflective thinking analyzed on the most important issues and with the greatest impact on me during the course and the relationship of how I have been progressing and expanding my knowledge through some research and material in Moodle.
 
One of my biggest problems throughout my life has been a mismanagement of my time that led me to waste a lot of time. Therefore, it was difficult for me to get closer to my goals or reach my goals or even finish a job on time. Thanks to the daily and weekly to-do lists seen in the course, I have been able to improve and optimize my time management, helping me meet my expectations by greatly reducing the time I wasted.
 
After a copyright issue experienced by myself on the YouTube platform, I started researching the references and, with the topic given in class and some research done by myself, I gained a better understanding of the importance of using adequate references. Thanks to the exercises done in class and some practices carried out on my own, I keep improving my skills and perfecting the mistakes I had.
 
About critical thinking I did not have much prior knowledge, but realizing how important this aspect is, I decided to learn more on my own and, thanks to a video and a university report, I expanded my knowledge and from there I practice to improve and be able to have more accurate and effective decision making. I provide some questions that helped me question myself to carry out more appropriate critical thinking.
When it came to public speaking I always tried to avoid it or I got nervous and my voice even trembled, that's why I have spent years working to improve my skills and lose the fear of public speaking.
Practices such as speaking in front of the mirror or recording myself have been very useful, since it has allowed me to recognize my failures and evaluate my progress by applying the practices given in this course and found in my research.
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