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[bookmark: _Toc58349905]Introduction 
Learning is a continuous process where it can enrich the mind and capabilities of one's skills. It is necessary for one to properly understand the meaning of learning and how it can be helpful for him or her in practical life or on a daily basis. Learning will become ineffective or less effective if it has no practical use. The skills, experiences, and knowledge that are gained from learning help one to become more valuable in the field of employability (Mason et al. 2009). The report will explore the reflection that I have learned from this module with the application of Kolb's reflective model. Moreover, it will also demonstrate how gained learning can be helpful for me in my career. Most importantly, it will precisely depict the discussion on four different topics covered in this module.


[bookmark: _Toc58349906]Discussion and analysis of the chosen topics
From the demonstrated list of brief, four different topics have been selected for discussion purposes in this report. Here, I will also reflect on how they have been useful to me. 
Time management 
The term time management refers to the ability to plan and control how one spends the hours in a day to effectively and efficiently acquire the targeted goals and objectives. To increase effectiveness, efficiency, and productivity, time management is an unconditional aspect (Drucker, 2008). The use of time feasibly provides the person choice on using or managing activities at their own time and expediency. For efficient time management, the application of a time management system is crucial since it is a designed combination of processes, tools, techniques, and methods. According to Wood (2011), time blocking and choosing priorities on task are key factors in time management. It helps me to get organized, to recover from bad time-habits, to perfectly pursuing goals, etc. It has been known from the study of one that effective time management brings dynamism in one and accelerate productivity and goal pursuing process. I had little knowledge about time management but module lecture and watching videos from YouTube and reading blogs online greatly facilitate me in properly understanding and capable in time management. There various time management tools I have familiar with and learned. These are ABCD analysis, Pareto analysis, POSEC method, etc.
Summarizing 
Summarizing is the ultimate process of shortening a piece of text and restating the important main points. In the case of summarizing, it mainly excludes needless and irrelevant details, concise to the point (Carenini et al. 2011). The skills of summarizing are very crucial in this modern world since there is the existence of a lot of data where generating key Information required summarizing. Many approaches are available for effective summarizing.
It will pave me a lot in my ways of daily life and future career since the world is full of data where creating main points is necessary to make effective decisions.  As per the statement of Fallows and Steven (2000), summarizing helps to clarify the key theme of the context. For better analysis and understanding, I have explored various online blogs and published reports regarding summarizing which is completely outside of the classroom learning.
Reflection 
One of the significant parts of learning through experience is reflection. The potentiality of any new learning can be maximized by the reflection on the experiences. Boud et al. (2011) argued that whether one focuses on problematic experiences or positive ones, reflecting on experiences will always provide one the chance for growth and development. It encompasses several aspects and concepts. The basic reason for reflection or reflective learning is that it helps to consider the process of own learning, reviewing something more critically, making assumptions, or preparing theory from analysis and observations, Self-development, most significantly reflective learning is a key way in effective decision making as per the published paper of Wain (2017). The study of reflection greatly influences my critical thinking ability and viewpoint. Besides, it will help me in my academic and practical life in coming to the effective decision-making point and reviewing critically before making decisions. Most significantly, the realization or observations of self-development on specific skills or sectors can be easily made by the learning of the reflection (Boud et al. 2011). In the process of reflective learning, the module lecture greatly influenced me. Besides, the outside classroom learning like an online exploration of the reflection or reflective writing as well as various models of reflection outstandingly enriched my level of knowledge and capabilities.
Public speaking and giving presentations 
This another wonderful place of showing one's expertise and exposing oneself to the audience and crowd. Public speaking can be regarded as the process of performing a speech on a particular subject or multiple subjects to a live audience (Beebe and Beebe, 2009). The other name of public speaking is oratory. It is generally understood as a formal, face-to-face, speaking process where the audience and speakers are lively connected. In the case of public speaking and giving presentations, various forms of methods, structure, approaches can be applied based on the environment and situation of the speaking. Carenini et al. (2011) described that since this is a lively process, one can easily share his or her knowledge, experience with others through presentations. The approach of public speaking and giving presentations is greatly useful for me because it helps me to expose myself to others, connecting with many audiences and listeners. I can use the skills of public speaking and giving presentations to inform, persuade, and to entertain others in my practical life and future career. Since this is part of academic life at the earlier stage, I have been familiar with public speaking and its process. 
 In the case of learning outside of the classroom, following some of the dynamic presenters and their approach to YouTube is a great lesson for me. Inside the classroom, the module tutor helps me regarding gestures and posture at the time of public speaking.
[bookmark: _Toc58349907]Explaining the chosen model of reflection 
The considered reflective model for this report is Kolb's reflective model which can be regarded as experiential learning. Kolb considered learning to be experiential and largely self-driven. According to the viewpoint of Kolb, Knowledge is created in the learning process through the transformation of experiences (Bergsteiner et al. 2015). The basement of this model is one's own experience, which is then gradually examined, analyzed, and evaluated in three stages.  Each learning is connected with a new cycle. Each time the new experience will form the beginning of another new cycle. This model consists of four different stages but these are clockwise interrelated with each other.  Concrete experience is the initial stage of the model then it moves forward to the reflection stage. The third phase conceptualization is then taken place to catalyze the reflective process and lastly, Insights are used to formulate active experimentation (Bergsteiner et al. 2015).
[bookmark: _Toc58349908]The application of Kolb's reflective model on each chosen topic
Time management 
· Concrete experience: According to the module requirement, the factor of reviewing the topics in which I have successfully participated is the ultimate experience. The reviewing process helps me to concisely understand and realize the significance of time management for ensuring more productivity and completing the task in time. For the reviewing purpose, I have studied various books, columns, and an online blog.
· Reflective observation: My module tutor and classmate give me some suggestions and instructions on all in-class activities. The core message of this feedback is that I have to more practice time blocking, task priority, etc. for effective time management. All I can recall, I was less concerned about different time management tools.
· Abstract Conceptualization: There was much room for the improvement of my time management skills which could be overcome by applying various concepts, tools, and techniques of time management. By giving more focus on the tutor feedback as well as more studying on time management concepts, models, and theories, I can surely make sure development in time management. 
· Active experimentation: All I can say is that the gained experience from this learning process and feedbacks that were provided by the tutor will help me to become more concerned in future activities. All of my lacking in time management can be overwhelmed by following great personalities who are cautious about their time and watching more videos on YouTube about proper time management.
Summarizing
· Concrete experience: Sitting for the tutorial on summarizing in the classroom is the core experience for me. It helps me to understand how a large passage can be transformed into a key paragraph which is the combination of main points. In this process, I had a concentration on minimizing the size of large size passage by studying from various books about summarizing. 
· Reflective observation: The module tutor provides me some feedback regarding summarizing. The ultimate theme of this feedback is that I had only focused on minimizing were some main points also excluded. But I got an appreciation for the sentence making of written key points.
· Abstract conceptualization: In the tutorial, I had the opportunity to show better performance by applying the knowledge and concepts that I gained. Providing more attention to summarizing by considering main points, grammatical issues, and therefore the conciseness of the passage, I can overcome the lacking’s in summarizing. 
· Active experimentation: The gained knowledge and experience in the learning process will facilitate me to show better performance in summarizing. Moreover, All I can state with sufficient confidence is that all of my writing in the future will be more concise, complete, clear, and to the point.
Reflection 
· Concrete experience: The concrete experience of this module is the provided reflective part of the given assignment. It provides me the learning of exposing my knowledge and skills on a specific topic according to my own perspective. In the learning process of reflection, I had to study and apply various concepts and models of reflective writing. Besides, the reading blog from online also provides me Excellency in reflection. 
· Reflective observation: The feedback that is provided by the module tutor in-class activities is that the less perfection in reflection which means do not properly reflect learnings as per own perspective. In the submitted reflective part of the assignment, there was a number of place of improvement.
· Abstract conceptualization: The study of reflective writing models and concepts help me to become more competent in reflection. Besides, practicing more reflective writing according to module tutor instructions greatly influence my reflection writing skills. 
· Active experimentation: The gained experience and learning of the reflection will be useful in my future reflective writing. The determined incompetency of less involvement of own perspective and conditions in reflection can be overwhelmed by practicing more reflection as per different theories and models. I have enough confidence to state that effective reflection of mine in writing will be my Excellency in future
Public speaking and giving presentations 
· Concrete experience: According to the requirement of this module, the class presentation in which I have participated is the key experience. I had to study the provided topics more thoroughly and precisely for presentation. I was required to use Microsoft PowerPoint to make a slide and present it to the class. In this public speaking or presentations, I had the main concentration on maintaining eye contact and keep the presenting slide simple. 
· Reflective observation: In the in-class activities, I had received various feedback about gestures, posture, eye contact, sound volume, etc. Moreover, after the presentation, my module tutor suggests me to keep practicing in front of friends and family members to overcome nervousness. The main learning from the feedback is that the improvement of nonverbal communication (Beebe and Beebe, 2009). 
· Abstract conceptualization: In the process of preparing for public speaking and giving presentations, I have learned a lot about verbal and nonverbal communication. Besides, I had to improve clarity and precisely speaking towards the audience which dictates time management skills concern. I can certainly improve public speaking expertise by watching more videos of dynamic presenters and following their approach. 
· Active experimentation: The gained experience will surely help me to learn more in the future and concern about future barriers in public speaking and giving presentations. All I can ensure is that my upcoming presentations in the future will be more dynamic and eye touching. The identified weakness of mine in public speaking and giving presentations can be eradicated by presenting in more seminars.



[bookmark: _Toc58349909]Conclusion 
The report has been effectively explored and discussed several topics and their reflection by adopting one effective reflective model. It has also successfully analyzed published literature related to each topic. Moreover, it has also demonstrated how gained learning can be helpful for the author in both academic and practical life.
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