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1. Introduction

In this report I will explain briefly and draw a reflection about four of the topics that we covered during the lectures. In order to do this, I choose to use the Kolb’s ‘Experiential Learning Cycle’ which is typically represented by a four-stage learning cycles:
1. Concrete Experience (doing / having an experience).
2. Reflective Observation (reviewing / reflecting on the experience).
3. Abstract Conceptualisation (concluding / learning from the experience).
4. Active Experimentation (concluding / trying out what you have learned).
Effective learning is seen when a person progresses through a cycle of four stages: of (1) having a concrete experience followed by (2) observation of and reflection on that experience which leads to (3) the formation of abstract concepts (analysis) and generalizations (conclusions) which are then (4) used to test hypothesis in future situations, resulting in new experiences. (McLeod,2017).
I personally found this reflective model very helpful since this is something I was rarely doing and having a better understanding of what really you can gain from it, makes me understand the importance of the benefits it can give you. This is the reflective method that attracts me the most because I think it is very clear and easy to comprehend with four main topics: about the experience you had, your reflective observation, what you have learned from it and how you can use it to improve your skills or knowledge about something. I am curious about the method he uses to identify the four topics also because is what I do for my everyday life experiences and write down ideas instead of just thinking it could help me to realize what are my feelings and my thoughts about something that has happened.














2. Time management

Time management is the process of efficiently managing time so that the appropriate amount of time is assigned to the proper activity, allowing individuals to assign specific time slots to activities based on their relevance. When we first discussed time management in class, I was a bit sceptical on how this could help someone to achieve something but then I noticed that is very important for every individual to understand the best way on how to use your time effectively and set priorities on what is important for you avoiding, for example, useless activities.


2.1. The Eisenhower method

One of the tools we studied during the course was the ‘Eisenhower Method’ which is a way to organize tasks by urgency and importance giving you a better understanding of the tasks you must do first, the tasks you schedule for later, the task you can delegate and the tasks you can delete (Asana,2021).
I think this method is the perfect time management tool to identify the most important tasks for you and helps you to give a priority for them and at the same time it helps to realize what are the tasks that you can do in another moment or even cancel them from your to do list since they are not as relevant as you were thinking.
I found this model very interesting because before the module I did not have any knowledge about it and having the possibility to take a closer look it was quite beneficial. I am confident it will help me to organize my assignments and give them the right priority.


2.2. “Eat That Frog” by Brian Tracy

“Eat That Frog” by Brian Tracy is a book we discussed during the lecture, and it really inspires me because it makes me think about when I wake up in the morning and I have something important to do but I wait to do it bringing me into procrastination.
The ‘frog’ is the most important task I must do and this it should be the first thing I do when I start the day, without thinking about it and not wasting my time. He also suggests when you have more than one task to do, always start with the hardest, the one you like less because in this way you will be able to end the task that takes most of your time giving you self-confidence and you will not procrastinate on it. (Tracy,2022)

3. Paraphrasing

Paraphrasing is an academic technique that students can use while writing a report or an essay to take material from a source and change the words, for example, with the help of synonyms, while maintaining the same meaning. This is a crucial academic skill to have if you want to prevent plagiarism because you're basically copying the author's major ideas, but altering the structure of the paragraphs, utilising synonyms, and changing the word class are all ways to avoid plagiarism. To paraphrase in an effective way, you must create a new structure as well as utilise synonyms to avoid using the same words as the original source, but you must ensure that the meaning remains the same so that you may use it in your assignment. Changing the word class, using synonyms, and, of course, changing the word order of the original sentence are some of the techniques used to paraphrase.
I think this is a very valuable skill because it allows you to gather important information without having to reference the author and avoiding the risk to lose marks due to wrong referencing. On this point I would like to add something because paraphrasing can be tricky since even if you are changing the word class, you are always using the main concept of the original author. During my studies in these past weeks in class I understood that mastering this skill it allows you to produce your own idea starting from a book or an article, but I think sometimes this is not fair because you just focus on changing everything so that it does not look like the original copy but at the end you will be discussing the same ideas. In conclusion I realized it is very difficult to paraphrase in an effective way without having to reference the source where you get the data you are discussing and is important for writing successful reports avoiding plagiarism. (Bailey, 2011, p. 44)














4. Referencing
‘Referencing is when you acknowledge other peoples’ work and allow the reader to locate the sources you have used. Plagiarism happens when a student submits an assignment that contains work that is not their own, without acknowledging their sources in the form of references. Referencing is one aspect of developing good academic practice, an essential skill to learn at university’. (The open university, 2022)
I realized during these past weeks in class the gravity of plagiarism and, on the other hand, the importance, and the value of referencing. When an individual wants to write a book or an article, the process of gathering information I think is crucial, it means that you need to read documents and collect data in order to add as many details as possible in your research. I believe is unethical to publish any kind of document without referencing the author you took the idea from, not only because you are doing an academic offense stealing ideas or entire paragraphs from someone else, but it shows the poor knowledge and understanding you have about the subject. I imagine that some students might not understand how to reference in a proper way the data they collect but it is a duty no one can ignore so that the reader will be able to track where you get the information from and how you used them in your assignment.
I will always make sure to reference in the right way the data I collected during my research in order to give credit to the other authors.



















5. Public speaking and Giving Presentation

Public speaking is a valuable art. In the modern era of democracy and globalization, the art of public speaking has become even more desirable. People’s skill in oratory can lead them to positions of prestige and power. Technological advancement in the field of media and communication has rendered oratory far more effective than before. Given the widespread popularity and easy accessibility  of  mass  media,  such  as  television  and  internet,  orators can now reach a far larger audience all over the world, which was not the case a few decades ago. But this fact has brought the orator greater responsibility. Now a speech does not vanish into thin air the moment it is delivered. It can now be recorded, shared, stored and  analysed,  and  it  impacts  not  just  the  immediate  audience present at the venue of speech but also the extended audience spread all over the world. All this necessitates sufficient caution and carefulness on the part of the orator. (Mohan, 2019, p. 1).
In my point of view this is an essential skill, nowadays I believe being a good orator can really change your life and let me progress in my career. Being a good orator means, in my opinion, a wide range of skills since is not just about reading out a speech. You always need to use a clear and an understandable language so that your audience will be able to have knowledge of what you are talking about. By doing so, I believe that someone who is a public figure, such as a politician, has a real chance of influencing the others who are listening.
Body language and eye- contact, when is possible, play a very important role on the presentation, being always in the same position or with folded arms will not be seen as a good behaviour since it can be sign of stress and being sure of what you are saying I think is essential. (Breeze,2010)
I had the chance to produce some presentations during these weeks and honestly, I was a bit stressed about it since I consider myself as a shy person and I do not like to speak in front of a public. However, I think that a person always needs to try to improve themselves and this it was a great opportunity for me to win my shyness. I really enjoyed producing the presentation in class because it really helps to grow my self-confidence and to believe in myself even if I am scared to fail or make any sort of mistakes. Delivering a presentation in a proper way is very difficult but thanks also to the video we watched during the lecture gave me an understanding of what really means to be a good orator and try to interact as much as possible with the audience.
Before this course I never get interested about public speaking and never really understood the power of this skill. I enjoyed it also because it is a skill that I do not have and looking forward for improving on it in the best way possible.


6. Conclusion

In conclusion of this report, I decided to use the Kolb’s ‘Experiential Learning Cycle’ to analyse and draw a reflection about what is time management and having a closer look on some of the tools you can use to organise your time in an effective way, also reflecting and conducting research on academic skills such as paraphrasing, referencing and public speaking helped me to improve my reflective writing and let me understand where I need to improve in order to gain these skills.
I also wanted to add it has been challenging, but at the same time very useful, for me to write this report because this is something I have never done before in my life, but I noticed it helps to grow my personal knowledge about paraphrasing or referencing and being able to study in a more comprehensive approach these topics which are the ones who interested me the most during the module.
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