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In the following you will go through my reflection on some of the topics learned in this module. From this module I can say that I was left with quite a lot of ideas and skills besides the fact that I improved the knowledge I had until now. In the field in which I want to work it takes a lot of devotion and also to know how to manage your time as effectively as possible.
One of the topics was time management, a topic that has attracted my attention since I saw the first slide on how to manage your time knowing that I need as many well-known people in this field as having a rather busy life with quite a lot of responsibilities and attributions. Time management can be the key to success. I feel quite comfortable with this topic
and in the last topic I will talk about paraphrasing, a subject that reminded me of the beautiful years of school when I needed to initial various texts or articles including this for different subjects such as: history, biology, literature, foreign languages , etc .. I can say that many of the rules of paraphrasing to master quite well since school but now I understand them much better and I feel much more confident when I have to do a job like that.


I was very pleased to learn about time management because I really felt the need to improve my skills in this area because I have quite a few tasks in one day and many of them require more attention.I noticed in my workplace that the most important thing is time management.
 By time management I mean all the steps I can take to use my time as good as possible. Time management is the way of organizing the activities that I carry out in a certain time interval using the exact division of time, giving each activity the minimum necessary for its successful realization. This category includes workplace tasks, social and family life plans, hobbies and personal interests, and other commitments that they may fulfill. All this must be related to the finite character of time, so to use my time effectively can give me the opportunity to carry out my daily activities at my own pace. I can improve my time management process through a range of skills, means, and techniques used to manage time when certain tasks, projects, or goals need to be accomplished in a limited amount of time. As a concept, time management at first referred to business activities, but eventually it came to encompass personal activities as well. Time management is necessary in project management, so it helps determine the scope of the project and the deadline.


I was very excited about a chart I found about time management in which I saw 7 tips that I can implement so I can organize my time. The first thing I understood was that I had to set a goal correctly what can motivate me. The second thing was to prioritize me wisely followed by setting a time limit. Taking a break after each task helped me to gather my thoughts and reflect on what I have to do in the future. I think the most important tips for me was to learn how to organize myself because I consider myself the most important part of this system. I also learned that I have to give up tasks that are not important or my priority and focus more the ones of greater importance. Everything I wrote above needs a life and for me this means a plan for the future without which I can say that all the above for me would be useless


Reflection
For me to write A reflection is an analytical practice in which I have all the freedom to describe a scene, an event, an interaction, a passing thought or even a real or imaginary memory and at the same time I add a personal reflection on its meaning. In this situation, I understood that it was strictly about the emotions I felt then, in the short or long term. My life experience plays a very important role in understanding me and being able to work with me towards something better. I think that every person needs a reflection on the last year at least once.I can say that since I started this course I have come to know myself a little better and to better understand some aspects both about me as a person and about me as a business man. Reflection plays an important role as well as a swot analysis to make it easier for me to draw some conclusions. In class the teacher said that this topic should be exactly about me with everything related to thoughts, feelings and other feelings.
 I have chosen a few questions that I keep in mind when it comes to reflection such as What did I notice ?, How did that change me? What could I have done differently?
I have to remember exactly the scene so I can write down details and emotions, to reflect on the meaning, to examine what went right or wrong and to reveal to me the need for further learning and to understand better, and The information I assimilated in the course was very helpful in my daily life so that I could understand much better both what surrounds me and what I can do for my future. I learned that there are a few steps to follow when writing a reflection such as the fact that I need to describe what happened and what feelings I had or what thoughts went through my head in those feelings or situations and at the same time to interpret what happened to me in those moments why, what did that experience do for me are just 2 of the many questions I could ask myself. constantly evaluating myself can bring me immediate benefits by being able to see the parts I excel at, and so I can focus much more on the gaps I have encountered as a result of reflection or why not an evaluation periodicals
.As well as in the first topic to have a plan on how I can apply the knowledge gained during the module.



Paraphrasing 

I have some knowledge about this subject because at school and high school I often met in the situation of having to paragraph a text or different things even in everyday life when I tell someone something I do not even tell them every thing seen or done because all this took far too long and that would lead to poor time management

For me, paraphrasing means formulating someone else's ideas in my own words. In order for me to paraphrase a source, I have to rewrite a passage without changing the meaning of the original text.

Paraphrasing is an alternative to the quote, in which I just copy someone's exact words and put them in quotes. In academic writing, it is usually better to paraphrase rather than quote, because it shows that I understand the source and does my original work.

Every time I  paraphrase I don’t need to forget to quote the source. I must also be careful not to use a wording that is too similar to the original. And if I do, I could be at risk of plagiarism.
In order to paraphrase correctly I have discovered five easy steps by which I can complete my work. I write my own version of the text without looking at the original text avoiding plagiarism and then comparing my work with the original text, making minor changes based on my feelings or emotions, and finally quoting the source where did I get my inspiration from or even where did I get the idea from which I started. There are also four more tips without which I don't think I could get my job done. I will start with the first tips that I really felt were quite helpful for me, that of dividing the information or the text into different sentences can help me to integrate the information much easier or faster, I need to use  synonyms because some words which I use can have other names and  I can even start with another sentence  and also i can change the way the sentence is structured or the text I want to paragraph.


It was a pleasure for me to go through these things to remember and to understand better the new or old information and why not even make mistakes so I can learn because of them. I believe that by making mistakes and learning from them you can really improve yourself and really get to know yourself. Only by stepping out of your comfort zone can you get something new out of yourself!

In conclusion  I can say  all the aspects are as important as the ones mentioned and discussed by me above, only that I chose these 3 topics, feeling much more confident about these chosen ones. I wanted to start with time management because this needs my attention the most, not knowing until now how to manage my time to the fullest. Today I consider time to be one of the most precious things on earth. time cannot be bought and not returned, everything that has remained remains so practically I will never meet the same flow of time again. that is why I return again to the basic idea in which I said that I want to learn as much as I can about how to  value and manage my time as well as I can.
From  my perspective and reflective writing plays a very important role both in everyday life and in different situations or jobs. A swot analysis can maximize the results both financially and personally
I believe I evolved as a person during this module and I learned some things that I really needed, I managed to really understand about a subject that I wanted to improve for a long time, but for various reasons I did not succeed.
I consider that even after the end I was left with some new ideas and I can honestly say that I feel that I have deepened these topics much better and I feel quite confident about these, to the other side, the fetus knew that I should never let your guard down and you always have to improve on yourself and try to aim as high as possible because we live in the century of speed and everything moves and evolves at an enormous alert pace
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