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[bookmark: _Toc133795435]Introduction 
To promote my understanding of time management, academic writing and paraphrasing, I have used Gibbs's reflective model, which consists of six steps, including description, feelings, evaluation, analysis, conclusion and action plan (Kwaite, 2023, p.5). Using the same theoretical framework, my ability to summarize information as per my requirements and how relevant it is to my academic pursuits will be assessed. Moreover, a thorough evaluation of my speaking ability as well as proficiency in terms of conducting a successful presentation will be conducted based on the presentation that I delivered in week 9.
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Figure 1: Gibbs Reflective cycle
(Source: Kwaite, 2023)
[bookmark: _Toc133795436]Description 
I have learned through the entire study that time management is an important skill which has to be maintained by the students, which not only helps them to enhance their performance but also helps to submit any assignment as per the planned date and hour. In this case, I have also learned that time management helps the students like me to set prominent goals through which I will be able to enhance my performance in the academic field (Acc, 2023, p.5). This can also help me to engage my free time in my hobbies which can reduce the issues of poor mental health and can help me to develop various work-life balance skills. For example, besides studying, I will be able to practise music and can even spend a couple of hours with my family or friends. 
Apart from this, I have also learned some academic writing skills throughout my course, through which I will be able to gain various relevant datasets from trusted sources on different topics through which I will be able to enhance my performance over the time being (Zeleneva, 2021, p.2). This can also help me to boost my capability and can even help me to finish the assignments through which I will be able to maintain positive connections with my professors as well as my team members. Academic writing can also help me to focus on real-time data and can help me to gather information without any costs as most of the website provides free access, which can save me time and knowledge. Academic writing is also beneficial in my professional life, as it will give me an idea to write and present a content in a formal language, with good vocabulary and presenetation.
With this proper analysis of my various academic skill sets, I gradually understood that summarizing is extremely crucial as it is all about condensing lots of information into a more easily interpretable format so that it can be jot down properly for further needs. With my personal assessment, I realized that several strategies regarding summarizing a topic will actually help me to stimulate further analysis and can help me create more meaningful and mutually dependent connections between the study materials associated with the course and information gathered from my personal experiences and individual studies. In this way, it would eventually support my metacognitive monitoring which would ensure effective communication as well as academic success (Biwer et al., 2020, p.187). Besides, as I know that speaking skills in any language is one of the major aspects since it serves the purpose of communication, I will be able to share my ideas and communicate globally if I manage to master this ability more and attain complete fluency in this regard (Namaziandost and Nasri, 2019, p. 200).  
[bookmark: _Toc133795437]Feelings 
In the starting stage of the course, I was a little tense as I was unable to maintain any stability in my performance in association with my time management skills. This has further reduced my scope of development on the basis of the various techniques through which I will be able to prioritise each and every hour of my life. But I am really glad about the mental support provided by my team members and my professors, through which I was able to learn the importance of time management in leading a successful life. I have also been able to learn that time is a finite resource, and we need to utilise it fully so that the issues of misconduct or poor growth can be resolved (Acc, 2023, p.4).  
I was excited about the academic writing aspects, on the other hand, as I like to learn new things. In this case, I have been able to gain various information, such as how to paraphrase important topics and how to do referencing, through which I am able to gain confidentiality in my works. I have also learned academic writing can be used in various formats, including articles, website content, newsletters, press releases and Ebooks, through which the collected information can be transferred to the audience (Zeleneva, 2021, p.6).
On the other hand, when it comes to using my summarizing skills, the amount of information that I have managed to gather appeared to be huge and initially, I got pretty nervous. But then, with the proper guidance of my mentors, I managed to churn out the crucial pieces of information and manage to sum up the entire study. However, I was actually excited to enhance my speaking ability and modify it to serve the purposes of academic presentations because it is one of my strong zones. In this project work, I learn effectively how to conduct an analytical study, convert all the necessary information into a well-designed ppt, and describe the entire understanding with utmost fluency along with using the most lucid language. I realized that giving presentations means conveying the speech in the most concise manner, substantiating it with proper pieces of evidence, and building up proper communication with the onlookers. 
[bookmark: _Toc133795438]Evaluation 
The good aspects of learning time management skills include that I have been able to manage my workplace stress through which I will be able to enhance my performance in the future period. I also felt relieved when I came to know that managing my mental health can make my learning experience more efficient, through which I will be able to address and solve the challenges in the academic field on time (Acc, 2023, p.8). One bad thing about time management skills is that I cannot get along with the determined plan sometimes, through which I am unable to enhance my growth properly. 
One good thing about academic writing is that I will be able to write reports on the performance of the particular business environment in future which can further help me to enhance the decision-making process of the company and lead the workplace appropriately (Zeleneva, 2021, p.8). It can also help me to search the intent and analyse the current situation of the marketing environment of different industries all over the world, through which I will be able to stay updated about the economic situations and the governmental policies. One thing which I did not like about academic writing is that some websites are not reliable as they do not provide any updated information regarding the strategies or issues faced by the companies or the social environment.
One of the major outcomes of improving summarizing skills is to be able to memorize information quickly and keep a tab on the gradual development of one’s own understanding to some extent. Moreover, with this, I can actually remain updated on the economic developments and marketing environment changes occurring worldwide, and with proper jotting down of key pieces of information from recent studies and surveys, I would be able to use the data without making much mistakes. Another positive outcome of improving my formal oral proficiency involves the fact that mastering the art of public presentations is obviously expected to set me apart and move me forward in the direction of ultimate academic and professional success. In this regard, I must acknowledge that the more clarified argument I offer, the more attention I would receive from my listeners (Sabir, 2022, p. 14).   
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I have learned that to maintain proper time management, I can use applications such as Google Calendar and Calendly, through which I will be able to work according to the proposed plan (Lian Parsons et al. 2022: P4). This can also help me to get a reminder of the important events, which can reduce the issues of forgetfulness and can promote proper commitment towards the academic field or the future career goals. Apart from this, I have also acknowledged that I can also build a personal schedule manually or digitally through which I will be able to complete the assignment on time (Lian Parsons et al. 2022, p.7). This can further help me to learn the important concepts and maintain social engagement at the same time, which can further promote physical and mental development. 
On the other hand, from the academic writing, I have been able to maintain proper grammatical and lexical usage, which plays a significant role in providing high-quality content. This can further help me to achieve a higher rank for the company which will be hiring me in future and can help to reduce the issues of misrepresentation of datasets for the long term (Zeleneva, 2021, p.23). It can also help me to scrape the important content through which the company will be able to maintain appropriate relationships with the clients in future. This can help them to achieve their marketing goals in a short period.
Overall, summarizing can make me become a strategic learner and appear as an effective communicator apart from improving my interpretation of complex information, and enhancing my professional skills for further encounters. On the other hand, a fear of public speaking which is a close element of giving presentations requires proper training in social interaction by students, and keeping this in mind, I can actually work on bringing forth necessary changes which would curtail excess information that I share during a presentation which ultimately evokes nervousness in my mind before appearing for such a platform. The fear of being judged creeps inside my mind despite being a fluent speaker actually limits my ability in oral assessments as a student and I get over-conscious that I am being assessed and graded on this presentation (Grieve et al., 2021, p. 1285).     
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I could have further used a time audit to enhance my performance which is a visual map to help to set up important reminders, including the appropriate time segments. It can also be used to fulfil leisure activities within the academic field through which quality time can be spent on both educational aspects or with families (Coursera, 2023, p.8). Apart from this, I could have learned how to develop an argument while acquiring skills for academic writing, through which I would be able to gain proper reasoning and evidence as per the topic assigned to me (Indeed Editorial Team, 2023, p.5). This can also help me to communicate with others and understand their perspective over the time period efficiently.
In this study, I can finally come to the conclusion that summarizing asks for competence in listening and writing, reading and writing which makes it more complicated in comparison to tasks such as academic writing or paraphrasing (Sitajalabhorn, 2022, p. 69). Although the overriding fear that lurks hidden in my mind does not hamper my speech during a presentation it definitely reduces my ability to demonstrate understanding, knowledge, intellectual skills, and others that also get evaluated during a presentation.      
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To further resolve the issues in my time management skills, I would focus on one particular thing at a time through which I would be able to manage multiple tasks simultaneously and efficiently. This can also help me to boost my confidence in the changing environment. To resolve the issues in academic writing, I shall use idiomatic language, which can clarify the important aspects and can help me to stay concise and practical while introducing new concepts to the audience. This can further help me to match the reader's expectations and attract their interests.
In order to enhance my summarizing skills further, I would rely more on emerging technologies like Automatic Text Summarization which can summarize the key ideas of texts so that it can help me save more time. With this, I would be able to go through more texts and conduct my studies involving more materials outside the recommended syllabus (El-Kassas et al., 2021, p.1). Besides, using focused group discussions, it can be highlighted that speaking skills will definitely get better if more practice can be conducted. Therefore, properly trained speaking skills are required especially for presentations as it is usually meant for a well-structured commercial or a well-designed academic environment where this skill might be useful for incorporating further skills such as leadership, etc (Yulianti and Sulistyawati, 2021, p. 288).    
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