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1. Introduction.

In this report, I have chosen to discuss and reflect on the topics that I found most difficult. Stepping into an academic environment is as exciting as challenging for me. As a non-native speaker, I need to find confidence in expressing myself in a different manner and process the information accurately. My studies so far have been of great help, giving me the tools to organise my time and improve my language and writing skills. Using the Gibbs model of reflection, I will analyse the time management principles that helped me change my perspective. I will also focus on the topics that required the most effort and practice for writing this report - academic writing and paraphrasing.

2. Time management.

2.1. Evaluation of the key principles.
Finding the balance in my everyday life was difficult, as I was trying to adjust to a new routine that includes hours of studying. We started to learn about organising time and studies since week one. Later, in week two we focused more on the SWAT analysis and Personal development plan. Nevertheless, two of the prioritising principles that affected me most were Pareto`s and Eisenhower`s principles. I was astonished by their simplicity and universal nature. The Pareto Principle, or the “80/20 rule”, summarises that most of the resources are possessed by a handful of people (Boone and Kurtz, 2010). At the time, Pareto`s principle appeared to be too abstract for me. However, as I started applying it to actual aspects of my life, while at the same time considering the varying ratio, I realised it`s rationality. 
The Eisenhower method, on the other hand, was comprehensible and enlightening. Understanding the difference between urgent and important is at the core of this method. The tasks could also be classified as non-urgent or/and non-important. (Skills you need, 2020).
Delegating, as a time management principle, was particularly useful for me, nevertheless, it required more discipline than I thought. I found the concept of “buying” time as a delegating option, very interesting, and up to date (Manchini, 2007).
Planning my daily activities from the perspective of these principles relieved a great deal of stress from my life.

2.2. How improving my time management benefited my daily routine. 
For me, as a working mother, keeping the balance between taking care of my child and running my business was achievable. However, when I went into formal education, I noticed that I could not cope. Studying required focusing my attention and being fully engaged in the process. Prioritising is the basis of good time management. Moreover, Downs (2017) stresses that, without prioritising, efficiency cannot be achieved. Re-evaluating my priories, using the Eisenhower and Pareto`s principle, was my turning point. I always believed that being a good manager should come instinctively. Moreover, I never really looked in depth at the kind of theory that we are studying now. Eventually, as I had the opportunity to expand my business, I realised that the theory is as important as practice. Using Pareto`s principle, I was able to evaluate the most profitable services from my field and focus my resources there. For example, domestic cleaning is more consistent in the long term; besides, I spend less time coordinating people. Carpet and upholstery cleaning is seasonal and requires more investment and effort. Logically, I decided to terminate the carpet cleaning franchise and purchase an additional package for domestic cleaning.
Assessing my priorities by urgency/importance enabled me to categorise and arrange my tasks in a timeline. Although the priorities more often remain the same, they might be organised by urgency and importance. Studying is one of my main priorities. My studying since week one is teaching me how to build up my basic skills. On the other hand, I had to teach myself to let go of my habits. Operating in the cleaning industry, I am obsessive in terms of housework. My chores appeared to be my biggest distraction. Focusing on studying while I had so much to do was exhausting. 
In my professional path, delegating has always been my primary time-saving option. Unlike work, delegating tasks in terms of housework and childcare was challenging. Eventually, I managed to discipline myself and rely on others for help. In terms of “buying time” as a delegating option (Manchini, 2007), I am taking full advantage of what technology offers. I have a smart home device that helps me remote control some appliances, as well as play music and search for information using voice control.

2.3. Conclusion and personal development plan.
Although it is out of our reach the amount of time we have, we can control the way we spend it. The ability to simplify a complex process and plan efficiently is crucial for business owners. As my responsibilities are growing by the day, I am consciously focusing on optimising my time. Finding the balance between being a mother, working, studying, and having time for myself appears more reachable. One of my main priorities in the short term is successfully completing my education. I am planning to delegate as many responsibilities as possible to people that are qualified and trained for the purpose. On the other hand, I am looking to invest in software that will automate most of my work, like sending automatic confirmations and reminders, having more reports as an option, etc. 

3. Academic writing.

3.1. Evaluating the specifics of the academic writing style.
One of the first things I did at the beginning of our studies was to look at the assignments. Writing an academic report was entirely new for me; therefore, the word “academic” brought pure panic. Without realising that I should be well prepared by the time I start writing this report, I was only thinking about how I am not able to do it. Knowing that the academic writing style is specific, with a clear focus and structure (Scribbr, 2020), I had to focus on being literate and express myself presentably. Understanding the language structure and context relationships replenished the gaps in my base and gave me more confidence. Moreover, the in-class activities and homework strengthened that knowledge. Appreciating the collaborative, unbiased nature of this style (Scribbr, 2020) was challenging; nevertheless, the standards and guidelines were easy to follow.

3.2. Challenges of the academic writing style from my perspective.
As a foreigner, I have been always aiming to speak in a comprehensible way. Since my accent is not an advantage, I have been focusing on using “plain English” (Plain English Campaign, 2020). Immersing into the academic writing style was a process that started in week two of our studies. I have learned English outside school; therefore, this practice was difficult but, in the end, very beneficial for me. In the process of preparing our group assignment, I was relieved to know that many of my colleagues had the same concerns. Understanding the clause and sentence structure was essential. I could not help myself but keep making parallels between Bulgarian and English. Achieving a different state of mind and structuring my thoughts in English was difficult; nevertheless, in the process of gathering information and writing my assignments, this started to occur naturally. Incorporating the correct use of signalling and linking words helped me structure my thoughts in a logical and presentable way (UEfAP, 2020). There is a list of signalling words with examples that I always refer to. In addition, I am using an application to correct my text on different levels: spelling, grammar, punctuation, and stylistic level. In my aspiration to finish this report as early as possible, I failed to comply with the main requirements. I ended up writing three reports and, indeed this was the best practice.

3.3. Conclusion and personal development plan.
Good academic writing skills are essential for the studies. Developing those skills is an ongoing process that continues during most of the formal education. 
Improving my language skills is a matter of constant learning for me as a non-native speaker. I already see progress in my written communication. Dealing with complaints all the time, now I have a better approach to reasoning with customers. In order to expand my vocabulary, I started reading academic articles rather than wasting time on social media. I find watching documentaries especially useful and entertaining way to explore different language styles. For my busy routine, listening to audiobooks, lessons, and broadcasts enables me to have my hands free to do other tasks. Going forward, I am aiming to free up more time for reading books, as this is at the same time benefiting and enjoyable.

4. Paraphrasing.

4.1. Evaluation of the process of paraphrasing.
Paraphrasing is a particularly important skill for the purposes of academic writing. Nevertheless, it was a difficult and time-consuming process for me. Despite that the Gibb`s model provided a good frame for my reflections (Libguides, 2020), I was struggling to formulate my point regarding paraphrasing. Understanding and following the steps and strategies of paraphrasing was easy (UEfAP, 2020). Moreover, during our practice in week four, those became clearer. Assimilating the main idea of the text by carefully reading and taking notes came naturally, although, rewriting the text with my own words was challenging. Understanding how to change the structure of the original content using synonyms and grammatically changing the key words was straightforward. On the contrary, starting from a different point than the genuine content and expressing the relationships within the context in a different way required more practice (Gahan, 2018).

4.2. My paraphrasing strategies.
While practicing paraphrasing, I have noticed one common mistake that most of us were doing – omitting the secondary information. We were summarising more rather than paraphrasing. I was able to understand the main point of the text but formulating it with the other details was challenging due to the language barrier. Therefore, the paraphrasing strategies were slightly different for me. After reading the text a few times, I was taking notes and formulating a summary first in my language, afterward in English. I noticed how my vocabulary was expanding because of looking for synonyms and substitutes for words and phrases. While I was preparing this report, I had to rewrite it a few times. Having to digest the information over again was improving my interpreting skills, and consequently, I was starting to formulate my thoughts directly in English.
As a franchisee, I take part in many seminars as well as send reports to my partners. Hence my improved paraphrasing skills, I am more active and persuasive during business meetings. Moreover, being able to process information swiftly is helping my problem-solving skills when dealing with work-related issues.

4.3. Conclusion and personal development plan.
Paraphrasing is a process that we continually use in our daily routine. On the other hand, analysing an academic text requires more profound language knowledge.
Adapting the strategies of paraphrasing to my own needs was an essential step of the process. As a result of my practice, I managed to improve my efficiency and confidence. 
I am consciously working on my paraphrasing skills, as this is one of the basics for my future studies and business communication. For that purpose, I focus on being more active during in-class activities. This way, I always get direct feedback and good advice for my work.

5. Conclusion.
For the purposes of writing this report, I decided to include the topics that were particularly challenging for me as an international student. At first, I had to find a sensible way to organise my daily activities. Learning the strategies of optimising time enabled me to apply the tools and know-how of effective time management. In the process of researching and gathering information, I have been practicing my language skills. The academic writing style was unfamiliar for me, nevertheless immersing myself in its specifics was exciting and motivating. My in-class practice for paraphrasing, alongside my studies, was of great help while writing this assignment.
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