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INTRODUCTION


In this module I had the opportunity to discover and to learn more things that I never paid a lot of attention and that it could really help my life in general if proper applied. I knew already something about something about time management and academic writing but at the same time I learnt more new things that can help me in life and my future career.
As in the future I will to become a Sales Manager, I think these topics a
In this report I will discuss about the following topics: time management, CV writing and academic writing and public speaking.
Through Kolb’s model I will discuss about the topics and I will try to explain my learning process.
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Topic 1: Time management

Concrete experience:
 As I mentioned before, I thought I knew already something about time management but after the module I realized how many things I could still learn about this topic. In the future I would like to become a Sales Manager I think I really need to change my priorities and to find the way to organize my time and I found really useful the SWOT technique.

Reflective observation: 
I realized how much of my day {apart when I work} I spent doing useless things and do not prioritising what is important. After the first step, which is realize the issue, I decided through the SWOT, what should be my priority and what to leave at the back as useless.

Conceptualization:
The free time I had before I used to use for the social media or watch movies but after discovering this technique, I started to use my time to read books, like “Eat that frog” by Tracy (2013), which the author gives 21 advises to people around the world how to get the more of the important daily things of things done and improve my skills for my future.

Experimentation: 
I found my new way to use my free time really much useful than before. I have more time to improve myself, my skills to achieve my goals in my life and at work, which is really important for me. I know is just the beginning, but I already see a lot of improvements and that help me a lot to save some time to spend for other useful things.
After finish to read the book of Tracy I followed the advises he give to the lector and I start to write 10 goals I would like to achieve in one year time, and I feel like I push more myself to change what I don’t’ like.
 


Topic 2: Academic writing

Concrete experience:
Before to start this module, I didn’t really pay attention about academic writing, so I never focused so much to that and read or search something about this topic. After the lesson we have done about this topic, I realized that I never understood the importance about the academic writing. 

Reflective observation:
With awareness about the importance of academic writing, through indications of my lecturer, I started to do some research and then read some articles. Reading my research and after the lesson I understood for what we should use the academic writing. As I aim to become a Sales Manager, I understood the academic writing is important to have the opportunity to share in clear way what I am trying to explain or want. Have the knowledge of academic writing means to be focus with your objective, using formal language and understand which words use instead others based on the context.

Conceptualization:
One of the books/articles I read and had more of my interest is “Academic writing: A handbook for international students” by Bailey (2017). Bailey in his book explain that academic writing is important because you can be clear in the communication and communicate your idea, how to organize your thoughts and try to find the right words to communicate them. 
The book is really well organized and try to explain to the student in all the world how to set words, to structure the ideas to reach to a good result and clear.

Experimentation: 
Understand the importance of academic writing it was very important for me. This topic helped me how to structure a report, find the right way of communication based to the context and the sender and not the last the academic writing helped me to improve my language skills.
As future manager I find this skill very important because from here you can be direct and clear with the communication and avoid some misunderstanding as well that could happen as English is not first language.



Topic 3: Public Speaking and giving presentation

Concrete experience:
Before this experience for me to talk was really difficult, attend and make question in front of the class was really hard and most of the times I avoided to do question to do not have all the attention on me.

Reflective observation: 
During the lessons I had the proof that no one would judge me or make me feel stupid if I was wrong and I learnt that even from the mistake we can learn something in the life and at work and no one is perfect. This step for me was really important as change the way to see and trust myself.

Conceptualization:
Before preparing my presentation, I started to feel again my insecurity come to me so I researched online which method could help me and I found an article which gives the key points to have a successful public speaking and so a good presentation.
The key points are:
· Plan appropriately.
· Practice.
· Engage with your audience.
· Pay attention to body language.
· Think positively.
· Cope with your nerves.
· Watch recordings of your speeches.

Experimentation: 
I had some episodes on my past that made me feel so insecure to talk in front of people and so for me the presentation was one of my challenge in this module. I found this article useful as it helped me to find the courage to talk in front my group and don’t escape, as usual I was doing before, and I found talk to the front to the people not too bad at the end.
This topic apart helps me as my personal problem and insecure I am sure will help me as well at work. The place where I work is essential to do not be shy and feel confident with yourself so definitely was a good experience and every time, I will have the chance to do the presentation I will follow these key points that helps me a lot!


Topic 3: Online learning experience

Concrete experience:
Online learning is become slowly popular due to a lot of advantages, mostly for the worker people, but since last year unfortunately it wasn’t anymore a choice but become the only way to follow courses. This year was hard for all of us around the world due the pandemic we are going trough and even the school, universities had to adapt the way to communicate and teach to the students. This was a challenge for every component of the structure of the education and training. This new method to teach might be the new way for the future but for some can be good and for some not as a lot of us, including me, miss the approach to our class, feel us as proper group and even if we tried our best honestly is not the same to be together in a room enjoying the class.

Reflective observation: 
I started this new “adventure” with a lot of anxiety because from me and some teachers was a new experience and as usual new experience makes some stress becaue we don’t how it could be. Slowly with next weeks I learnt how to use programs like Teams, to be confidential even with myself and my shyness is gone.

Conceptualization:
“If you want to teach people a new way of thinking, don’t bother trying to teach them. Instead, give them a tool, the use of which will lead to new ways of thinking”, R. Buckminster Fuller.
During my research I found this quote and represents for me what meant this year with a lot of changes. The new system of education gave us this new method to learn, and only one in certain times, so the only thing we could do was just adapt us and force ourselves to learn how to use that and be confidential day by day and our teachers helped us in this really a lot.
From the two modules I have done already both teachers showed us how to programs like Microsoft Office which can be granted for someone but not for all, showed us how to submit any report or search even some book we might have need in the online library.

Experimentation: 
Before this year I didn’t have so much practice with online learning but like in the book Mindset, Dweck (2017) says to don’t be afraid to the new challenges and every single human being in the world can realize the dream if the have some aim to achieve. For a lot of people there are a lot of methods to practice, is just up to the person to find the right one, and I think that for me the online learning experience is really good opportunity to improve my skills in online programs and I had the opportunity to discover a new method to approach with the study in a period that we didn’t have any alternative.

Conclusion

As I already mentioned on the introduction before this module, I thought I had a lot of skills already completed and used at work or in general in my life. 
After that I realized how much I really don’t know about a lot of skills, the same realization I had with the skills I thought I already had because I understood that for any skill, we are learning you never could say that is completed because you can always and always improve that.
I really appreciate the lesson I had with the lecturer Shao Lan-Yuen as she was really good to give me, and to all of the members of the class, some advises to have more success in the life and in our future career that are so simple sometimes, but we don’t pay attention.
Thanks to this important module, I am really trying to change my life in better and give me in some way a new way to see how to schedule my life, how to write an academic writing, which is important specially at work, and how to have a public speaking and how to do a presentation.
What this module is not just about what I would like to become in the future but helps me as person, to be more self-confident and not escape from my fear and this I will take with me forever because I did a little big step for my person and this doesn’t have price and I can’t even describe how I feel.
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