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[bookmark: _Toc101596749]Introduction
Effective time management, for example, requires preparation and perseverance on the side of the student. Making a schedule and paying attention to the route can help you get there in the end. The acquisition of abilities like paraphrasing and summarising may have a long-term influence on pupils, and the process of learning these skills is critical (Æon and Panaccio, 2018). Focusing on these abilities and forging one's path may put a person light years ahead of their contemporaries.


[bookmark: _Toc101596750]Gibbs Model of Reflection 
There is a lot to learn from the Gibbs model. This might be a one-time event or a recurring occurrence, such as discussions with a team with whom you'll be collaborating. Although Gibbs initially promoted its application in repeating circumstances, the phases and concepts may be applied to singular encounters as well. A more broad action plan that considers how one's findings may be used in the future if performed with a standalone experience (Garbett and Ovens, 2016). In all, there are six stages: a description of the event, feelings about the encounter, evaluation of the interaction both favourable and unfavourable, analysis to comprehend the scenario, and a conclusion as to what was learnt and what might have been done better.


[bookmark: _Toc101596751]Time Management 
Description: To become more productive, I've set a deadline for myself to learn how to manage my time better. To accommodate all of my commitments, I've broken up my day into a series of short periods (J. Crawhall, 2017). However, after a few days of implementing this plan, it became more difficult for me to complete duties on time. While working on a job, I began taking brief pauses to eliminate little distractions and increase efficiency. A strict working schedule with brief breaks allowed me to stay focused on the task at hand and avoid distractions. As a result, I was able to build a practice of adhering to a schedule, which in turn allowed me to better manage my time.
Feeling: I was initially hesitant to adopt a schedule due to my track record of abandoning several timetables I've created for myself. As a result of this period, I was eager to experiment with a new method of working, one that would allow me to better balance my work and personal life. Sadly, after only a few days, I found myself reverting to my old ways of procrastination, and this demoralised me much. This helped me keep up with the schedule, which made me happy and relieved at the same time.
Evaluation: To be able to keep up on and stay on top of all my commitments was one of the finest parts of working toward mastering this ability. While I've never been able to stick to a schedule in the past, I managed to do it this time around with just a brief break in the middle. This proved that if I were not cautious, I may not be capable of keeping up with this timeline, but I would be searching for new approaches like the one I created when that occurred.
Analysis: I was able to stick to my plan and meet all of my deadlines because I was able to regulate my expectations of what I could do in a day. In the past, I would set myself up for failure by setting up unreasonable expectations and then abandoning the plan altogether (Larco et al., 2017). Instead of winging it, I planned this time. It took me a long time to get back on track since I was constantly sidetracked by other minor activities or commitments. To fix this issue, I used a different strategy to the existing system and it worked for me.
Conclusion: Time management is a talent that can only be gained if one is aware of one's limitations and manages one's time appropriately. Not only that, but if a strategy or timetable isn't effective for me, I must look for other tactics or ways to solve the issue as quickly as possible.
Action Plan: Thinking about how to improve my time management in the future, I'll start by tracking a day in my life and seeing how long I should allot to certain tasks. In addition, I need to keep an eye on my prior methods to make sure they're still working for me in the future. As the last step, I plan on putting greater pressure on myself to stick to my timetable in the future.
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Description: I had decided to improve my summarising abilities to advance in both my academic and professional endeavours (Chekanova, 2017). The first thing I did was gather the tools I'd need and look for a peer with whom I could practise these new abilities. That was followed by my exercising this skill alone, using the materials after we began practising together and meeting once a week to discuss our progress. Unfortunately, we couldn't keep up and share our improvements as planned, so I had to go back to practising alone. A self-paced learning session has shown to be the most effective method for me to learn this.
Feelings: I expected that this undertaking with my friend would help me attain the grades and objectives I had set for myself, so I was eager to get started. As a result, I felt negative and angry when we both began delaying and couldn't keep up with one another. It was only after the realisation that I was able to complete learning this ability on my own that I was able to keep on.
Evaluation: I believe that choosing the correct source at the beginning of my summarising adventure has been the most important factor in my success. The second step I took to learn the required skill didn't work out when I and my peer failed to make time for meeting our weekly targets. The good news is that in the end, I was able to master this ability. My progress has helped me in the academic assignments and other academic activities since then.
Analysis: I got off to a good start, but my procrastination kept me from getting the practice I needed to improve my summarising abilities. My partner and I were unable to accomplish our weekly targets since they seemed impossible and steep to us. In the end, these lofty aspirations result in weekly failures. To improve this ability, I will need to keep practising.
Conclusion: As a result of the right resources and the strategies I had used, I was able to meet my summarising objectives. For the most part, we made progress in this area, and I've discovered methods to continue honing my techniques. To that end, I've devised a step-by-step strategy that I'll follow.
Action Plan: I've reached a level of summarization that's adequate for now, but I'll keep working on it since it can only be strengthened by practice. Regularly, I'll do skills audits to make sure my abilities are up to par.
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Description: I concluded that I was required to improve my paraphrasing abilities to get better scores. I opted to concentrate on comprehension, recall, and writing without straying from the central subject (Tan, 2016). I went online to learn more about the best approaches to get these components to improve my talents. After identifying the procedures most suited to my requirements for each component, I began implementing them into my regular study and writing routines. But at first, I had to constantly remind myself to use the new ways for each of the three components. After some time, I adapted to the new techniques and my paraphrasing skills had substantially improved.
Feelings: I was doubtful of the idea that the most fundamental aspects of my reading comprehension and retention could be improved. However, as soon as I began looking into these ideas, I realised how much I still needed to develop to master this ability, and I've been working on it nonstop ever since. When I realised how much better I could express myself after learning to paraphrase, I was overjoyed.
Evaluation: My investigation and selection of paraphrase techniques were correct, in retrospect, I have concluded. There are just a few left that I feel confident in and know will work for me. I was able to improve my speedy paraphrasing skills because of it. Instead of beginning with all of the components at once, I should have practised and implemented the skill one at a time. This strategy would have been better for me, but it would have taken less time.
Analysis: Learning to paraphrase was a simple process for me since I was constantly reminded of the new techniques whether I was studying, writing or taking notes academically. As a result of this, I was able to learn the skill more quickly since it became a habit. It was a little confusing at first since I was utilising a new approach for learning fundamental skills all at once, but after I got the hang of it, everything went well.
Conclusion: There is always space for improvement, as I've come to understand. One must thus continually monitor one's behaviour and search for methods to develop the talents one already possesses to stand out in such a highly competitive environment. By now, my ability to paraphrase has advanced to the point where it will allow me to achieve academic success.
Action Plan: In the future, as I continue to hone my abilities, I will balance the learning progress myself and concentrate on one component at a time when it comes on to the next. This will assist me in acquiring them with better efficiency and convenience in the future.
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Description: Setting up the sessions and recording transcriptions of lectures that had taken place was the first task, and it left me feeling alone and void without the companionship of students in a classroom. To hold live, interactive meetings with us, university faculties began to utilise the conferencing function through different online media (Latchman and Latchman, 2019). Both 'live' and taped lectures and conferences were given. PowerPoint slides accompanied the lectures, and the meeting platform made it possible for attendees to exchange and annotate papers live on the screen. The sessions were a huge success for me, and I had no idea what to expect going into them. After getting habituated to the online sessions, student involvement and peer-to-peer contact both rose. The ability to enter into a chat box is regarded as more impersonal even if names are visible in face-to-face lectures and seminars, which may make students more hesitant to contribute when questions are requested.
Feelings: Apprehension about the unknown and the potential for technical failure was the initial driving forces behind these conference calls. Our confidence grew with each session. Staff and students formed a strong relationship as a result of the unusual circumstances in which we discovered ourselves. This was the most unexpected feeling. I felt a feeling of satisfaction as the instructors complimented me on my work and encouraged me to do better in the future.
Evaluation: Students like myself were sometimes unable or unwilling to attend, but the video will be available for the duration of the semester to give online access to the recordings that we're unable to attend or to revise for those who did go. Many of those who did go said they found the process to be incredibly beneficial and, in some instances, quite vital in terms of keeping them focused on their academics throughout the pandemic period.
Analysis: Even though I was unfamiliar with the circumstance of teaching via an online conference, I had previously had the opportunity to study with this set of students and instructors in person. There was an effort to recreate the atmosphere of a classroom, to come back united, and to unify in the face of hardship. The educational experience in an online environment may have been on par with that of my peers in a regular classroom, but my overall happiness with the academic experience was lower than in the traditional setting.
Conclusion: The overall response was positively overwhelming to this new system but this has to be kept in mind that better communication channels should be researched to fill the gaps in this setting.
Action Plan: The students and the teachers alike should ensure that their messages are going across as is and to do that emphasis on the etiquette as well as a better process should be ensured (Maqableh, 2021). 
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Students' grades and future employment prospects are directly impacted by their ability to demonstrate essential academic abilities. As a result, developing academic competencies such as time management, paraphrasing, and summarising is critical. Following the timetable is a simple way to develop good time management skills, as seen in the example above. Today's students have a plethora of materials at their disposal, but it's up to us to make the most of them and guide them toward reliable sources. In addition, it is critical to understand how online learning affects pupils.
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