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[bookmark: _Toc111634126]Introduction 
Reflection is a very important aspect of learning and using it in self-evaluation in the classroom allows students to achieve more by realizing their weaknesses and strengths after critically analysing them. This process will therefore help students to reflect on the various topics taught in class and then make their own judgements and action plans to meet their intended goals at the end of the study. Employability is an essential aspect in the learning process and throughout the academic journey of the students since they must land in their careers. Developing personal ethical skills are also essential to have all the transferrable skills and ability to manage the career being undertaken in the area of jurisdiction. In this report therefore, we are going to apply Gibb’s reflective model to analyse on some of the various topics which were learnt in classroom and how they have impacted the understanding and applicability of these lessons. Time management, summarizing, and paraphrasing are some of the topics which we shall reflect on critically through this model by Graham Gibbs (1988) and get some principles and basis of learning through experience. In this model, we are going to follow all the steps which are evident that is description, feelings, evaluation, analysis, conclusion, and action plan (Gibbs, 1988).
[bookmark: _Toc111589932][bookmark: _Toc111590019][bookmark: _Toc111634127]Reflecting on Time management
The ability of an individual to utilise and effectively produce more within the shortest time possible is referred to as time management. This is the ability of undertaking tasks and any action without feeling pressured or having a nightmare but having ease. This is an important aspect in the journey of the students and therefore I am going to give reflections on various aspects I learnt on time management using the various stages of reflection of Gibbs (Mindtools, 2019).
[bookmark: _Toc111589933][bookmark: _Toc111590020][bookmark: _Toc111634128]Description
Time management was the first topic which was introduced to us under the module, and I learnt that this was the core principle to being successful in the educational setting since learning requires an individual to be organised and have a systematic process to achieve and learn more and this topic was essential to start learning about. In this topic, I learnt several skills and knowledge about how to manage time and the complete procedure of doing this. I found out after learning this that at a personal level, there is much time lost while thinking of what to do and preparing for doing the same tasks and therefore if I will not implement the techniques of time management, I will not be able to complete all of my academic tasks on time and meet the deadline put in place. I learnt that I must take my time to plan and organise all the sequence of the events which I have to undertake by planning those events that need to be addressed earlier than the rest so that I don’t get mixed up and lose a lot of time. Time management taught me that I must organise myself enough to attend to my duties, the academic ones, and those that impact my health so that I can be active throughout the academic process. I learnt that time management requires self-respect in that managing time requires one to be self-driven and focused since there is none to remind you that you should save time and therefore, time management is a key principle towards success.
[bookmark: _Toc111589934][bookmark: _Toc111590021][bookmark: _Toc111634129]Feelings 
After learning on time management, I felt easy and relaxed about my ability to have all my daily activities under control. I am happy that aside academics, I can also keep fit by saving more time to do other activities such as going to gym and attending sporting activities to keep fit. I am happy that my academic performance has greatly advanced and improved and therefore I feel that it be even better when I achieve my goal at the end of the module. 
[bookmark: _Toc111589935][bookmark: _Toc111590022][bookmark: _Toc111634130]Evaluation 
When I closely analyse time management, I found that this is a major breakthrough for all the students in campus aiming to achieve at the end of the module since it gives the whole process of getting organised and having an appropriate plan so that time can be allocated accordingly.
[bookmark: _Toc111589936][bookmark: _Toc111590023][bookmark: _Toc111634131]Analysis 
According to Mindtools (2019), time management is the key principle towards any success or achievement by individuals simply because any individual who manages to maximize the available time by getting engaged in the activities that add up. Completion of any task on time or meeting required deadline requires time management and application of time management skills such as diary to keep you on track. Time management allows one to economise the available time and minimize time wastage. Time management has kept me on track since even when there are no lessons, I am focused on doing constructive activities (Mindtools, 2019).
[bookmark: _Toc111589937][bookmark: _Toc111590024][bookmark: _Toc111634132]Conclusion
After taking my time to learn on time management, I have been able to take control of all my activities since I have come to understand that for me to succeed, I must manage my time well. Time management is an important aspect towards achieving the best and even through professional and academic success since planning gives us a chance to allocate time accordingly and therefore there is no major challenge of being disorganised.
[bookmark: _Toc111589938][bookmark: _Toc111590025][bookmark: _Toc111634133]Action plan 
[bookmark: _Int_Th2pGdmJ]I have applied all the time management strategies, and this has really contributed to a lot of successful activities throughout my academic journey but above all those positives, there are some weaknesses which I need to address so that in future I can be a better employee who is keen on time management.  I realised that I should aim at putting more efforts and priorities on the topics that are much complex so that I cannot dwell much on the simple tasks and have less time for the complex tasks which I end up not beating the deadline. I must realign the time management tools and specify the tasks based on their weight so that it gives me a clear direction of what I must be committed to for long and not allocate equal time for all the tasks but through the weight and complexity of the tasks. Implementing this will ease the process of success although there are a lot of challenges.
[bookmark: _Toc111589939][bookmark: _Toc111590026][bookmark: _Toc111634134]Reflection on paraphrasing 
The process of an individual coming up with his or her own view or ideas through writing or speaking after reading an individual’s idea is paraphrasing (Bailey, 2015).
[bookmark: _Toc111589940][bookmark: _Toc111590027][bookmark: _Toc111634135]Description 
Under this module, we were also taught about paraphrasing, and I learnt several steps of coming up with an idea through own wordings after reading or listening to an idea. I read this topic and understood that for paraphrasing to be clear enough, I should get the whole meaning of what has been conveyed so that I cannot alter the information through my own words and ensure that during the process, I acknowledge the author. I learnt various aspects of ensuring that the whole process of paraphrasing goes well through the employment of synonyms and word order to give a different wording but the same meaning or rather maintain the message.
[bookmark: _Toc111589941][bookmark: _Toc111590028][bookmark: _Toc111634136]Feelings 
Paraphrasing was an eye opener in my educational journey, and I felt relieved that I could borrow knowledge from various authors and paraphrase it and help me to finish my assignments or tasks that I had to research on. It was a good feeling for me to internalise the various techniques of paraphrasing and could give my own experience on the usefulness of this technique.
[bookmark: _Toc111589942][bookmark: _Toc111590029][bookmark: _Toc111634137]Evaluation 
Paraphrasing is an essential skill to be utilized and implemented in the field of writing and throughout the educational process since it gives a student a chance to have critical understanding of the sources of information before rewriting them. Paraphrasing allows individuals to have vast knowledge of grammar and vocabulary since an individual should have an ability to write using a variety of words which should be learnt.
[bookmark: _Toc111589943][bookmark: _Toc111590030][bookmark: _Toc111634138]Analysis 
Paraphrasing especially in the educational context of the students is very important because it is a tool that allows the students and the instructors to simplify the complex verses and articles that may trouble the students into simple and clear understandable languages which both the bright and the average leaders can understand. Paraphrasing is an essential tool which can be used by the learners to assess their understanding on various topics that are given by the instructors. It is also a good method of improving and expanding individual adversity of vocabulary and language by reading more to know more. Starting off the process might be challenging but after some time, the students will catch up with the process and resolve the challenges of paraphrasing. A good verse of paraphrasing is achieved through reading and interpreting the messages several times and phrasing them using simple sentence structures (Bailey, 2015). 
[bookmark: _Toc111589944][bookmark: _Toc111590031][bookmark: _Toc111634139]Conclusion 
Understanding the use of a variety of information through paraphrasing and coming up with simple and understandable messages has allowed me to conquer complex articles. I have improved on my shallow vocabulary and therefore now I can express my thoughts clearly through writing and I can submit clear and understandable information to my tutors.
[bookmark: _Toc111589945][bookmark: _Toc111590032][bookmark: _Toc111634140]Action plan 
I have had a smooth transition into this topic, and I have learnt the various ways of paraphrasing and coming up with clear and simple messages that can be understood by various readers, but this has not become perfect yet. I must implement some various aspects such as avoiding plagiarism in contexts I write. I must keep improving on vocabulary to accomplish this process. 
[bookmark: _Toc111589946][bookmark: _Toc111590033][bookmark: _Toc111634141]Reflecting summarizing 
[bookmark: _Toc111589947][bookmark: _Toc111590034][bookmark: _Toc111634142]Description 
This topic was introduced to us and under this topic we learnt about the benefits of summarizing and the various methodologies to be applied during the process of summarizing. I learnt that for me to summarize a text, I should first understand whole texts before summarizing so that I cannot distort or leave out important information during the process and in so doing I should identify various key points and organise them in a logical context. I should have a clear summary that is easily interpretable by other readers and viewers, and I should avoid personal opinions.
[bookmark: _Toc111589948][bookmark: _Toc111590035][bookmark: _Toc111634143]Feelings and thoughts 
It was a satisfying moment to learn and apply the summarizing techniques in my studies since this eased my understanding and research process while learning. This is a good feeling for me to have this skill and I will use it to succeed.
[bookmark: _Toc111589949][bookmark: _Toc111590036][bookmark: _Toc111634144]Evaluation
It is important to learn and understand all the techniques applicable in summarizing by all the students at higher institutions of learning because it helps in simplifying the reading materials into simple and shorter versions to learn from. 
[bookmark: _Toc111589950][bookmark: _Toc111590037][bookmark: _Toc111634145]Analysis 
It is important for the students to know how to filter the information they acquire or read and remain with the required information only because this will help them to have whole ideas on the main points that are given to them by memorizing or taking notes on them. Summarizing is important in that they give clear picture of the messages being conveyed and should be taken seriously by students (Bailey, 2015).
[bookmark: _Toc111589951][bookmark: _Toc111590038][bookmark: _Toc111634146]Conclusion
The skill of summarizing is important to every learner since it is easier for them to have successful research studies and get a clue of the concepts being conveyed for the first time.
Action plan 
I have gained vast knowledge on summarizing however, there are some weaknesses which I should rectify such as implementing the techniques of summarising which were taught in this topic, and I have not fully put into action. By applying all the techniques, I can therefore give a better text in future.
[bookmark: _Toc111589952][bookmark: _Toc111590039][bookmark: _Toc111634147]Reflection on Referencing
This is an act of acknowledging the writer of the resource being read or talked about by putting their names and what they wrote at the end of the text (Iser, 2003).
[bookmark: _Toc111589953][bookmark: _Toc111590040][bookmark: _Toc111634148]Description 
When this topic was introduced to us in class, we learnt various ways of acknowledging the sources of information by either putting citations to the sources or adding their names at the end of the text by putting the references after all the work has been written. This topic was important since it gave us the students the authors whom we could research more on the information they give and find validity.
[bookmark: _Toc111589954][bookmark: _Toc111590041][bookmark: _Toc111634149]Feelings and thoughts 
 I felt that this topic was satisfactory, and it was good when doing further research to add up knowledge and skills in the educational setting. I felt that this was making the learning process easier for us. 
[bookmark: _Toc111589955][bookmark: _Toc111590042][bookmark: _Toc111634150]Evaluation
This unit is very important because it gives us lighter on the information being discussed and therefore this allows us to read more and gain more on the information directed to us as the students. 
[bookmark: _Toc111589956][bookmark: _Toc111590043][bookmark: _Toc111634151]Analysis 
Every writing that is done by the students is important to cite the authors since the information will in one way or the other shared with the other individuals and they might need to refer some information and therefore this tool is important for clarity (Walter, 2004).
[bookmark: _Toc111589957][bookmark: _Toc111590044][bookmark: _Toc111634152]Conclusion 
Acquiring the skill of referencing allows the readers and other users of the information being shared is important since it allows them to have the freedom of referring to the sources to expand their skills and therefore in education, this is important especially when doing assignments.
[bookmark: _Toc111589958][bookmark: _Toc111590045][bookmark: _Toc111634153]Action plan 
This topic has been smooth, and it has assisted me especially when submitting assignments however, I should ensure that after adding the references on the text, I should cite them so that looking for information does not become cumbersome to the reader. By applying all the tactics, I will be able to give the best referencing on my texts in future. 


[bookmark: _Toc111589959][bookmark: _Toc111590046][bookmark: _Toc111634154][bookmark: _Toc111589960]References 
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