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Time management skill is an effective constraint for an individual to facilitate higher studies. The constraint is defined as the procedure of exercising conscious control of average time-requirement for a particular activity. In case, an individual is concerned with the time variable while completing the particular activities then it would be beneficial for him to upgrade the productivity, efficiency, and determination level. Time-management helps the individuals to make a to-do list by which the top-prioritized actions can be taken at first and the less-prioritized will be considered eventually (Meiring, 2017). The key significance of using this concept in daily life is to be proactive and work smarter. It will prevent the individual from facing the deadline-pressure. The key advantage of maintaining an effective time-management scenario is the fostering of an excellent professional reputation or employability, huge opportunity for achieving career growth, deduction of mental stress, up-gradation of the existing self-productivity level, and wider scope of knowledge-advancement. Besides, the absence of time-management skills makes a person stressed and deducts his efficient workflow. The professional degradation, poor job-quality, and missed deadlines due to the absence of proper time-management skills can create obstacles to career progress (Alsalem et al., 2017). Effective time-management skills can be improved by setting action, prioritizing the tasks intellectually, setting time-restrictions for completion, removing non-essential activities, and planning wisely.    
In this context, Kolb’s reflective modelhas been considered to review, analyze, and evaluate the situation in a systematic pattern. After the completion of the entire process, the innovative experience can be fostered from the beginning point of another cycle (Morris, 2020). In order to utilize the model in the time-management constraint, I will at first achieve coherent experience regarding the specific activities to achieve the strategic goals. Then I will observe the occurred circumstances and provide a meaningful reflection on them. My reflection will be included in the present experience, learning outcomes, undertaking strategies for overcoming the situation soon, and upgrading my perception. After that several specific concepts will be formulated regarding the activities as a real-life example. At last, the example will be aligned with my future activities for prospects. First, I have to find out my lack of time-management skills and concepts. Then I have to identify the top-prioritized and less-prioritized works based on their timeframe. During the completion of each task, I will be able to figure out my weaknesses and strengths regarding the time-management process. After that, I will be able to adopt some strategies to upgrade my time-management skill. After that, I have to analyze how those strategies have been aligned to achieve the key aim and how I can be able to apply them for future activities. That is why it can be stated that the reflective mode has been beneficial to find out each stage of learning concept regarding the time-management approach to prevent the missing of deadlines (Garcia, and Subia, 2019). As much as I will be able to complete my error-free works within the provided timescale, my employability scope will be uplifted.                 
[bookmark: _Toc67335987]2. Academic Writing
The key purpose of academic writing is to make the raiders understandable regarding the discussable subjects. This kind of writing concept has a formal style and tone. There is no need to use long sentences and complex words and vocabulary. The key characteristics of academic writing are associated with the following items,
Planned and focused: The academic report and assessment deliver a meaningful answer to the asked question. It can demonstrate a concise and analytical understanding of the discussable topic (Hyland and Jiang, 2017). The characteristic of academic writing enables the readers to understand the subject contents with justification and consequences.   
Structured: The structure of the academic writing is mainly involved in Introduction, Main Body, and Conclusion. The main body part has several sub-headings to elaborate, describe and analyze the specified topic. Besides, the writing pattern emphasizes logical orders and relevant points to achieve the topic understanding transparently (Kennelly, 2017).        
Evidenced: The feature enhances the proof of the specific statement of justification linked with the assessment. During the writing on the relevant topic, the researchers can add the justification, arguments, and literature review, statistical information by gathering secondary data via the internet. After analyzing academic books, peer-reviewed journals, reliable weblinks, and authentic PDFs, the relevant information can be assembled to align with the assessment as strong evidence.      
Formal: Another significant feature of academic writing is the presence of formal language, appropriate tense, phrases, and parts-of-speech. The formal styles and tones make the writing concise, balanced, meaningful, and attractive for the readers (Goctu, 2017).  
On the other hand, academic writing is represented as a style of expression by which the research analyst can utilize the intellectual limitations and disciplines on the particular area of expertise. This kind of writing offers an agreed meaning regarding the complex aspects while compared with law or biology relevant writings. Besides, the writing concept is required to cite all the essential statements and clarifications (Academic writing, 2021). The resources are entitled on the last page of the writing. The resources can be an academic, journal, or non-academic patterns. Different kinds of formatting styles such as APA 6th or 7th, Harvard, MLA, Chicago, and Vancouver are used in academic writing to make it more logical and authentic to the readers. Proper punctuation is applied in the writing to make it more understandable to the readers (Fang, 2021). Academic writing has different classifications such as conference paper, dissertation, essay, report, research paper, literary criticism, research proposal, academic journal article, explication, textbook, and annotated bibliography. 
The selected reflective model has helped me to analyze my existing skills and knowledge to prepare an academic report. After the successful publication of the books or articles on the internet, I will be able to find out key self-weaknesses during the writing process. As much as I will be able to identify the weaknesses, I will easily rectify them to prevent the disruption of significant flows. After gathering my understanding, learning, and experiences, I will be able to add my viewpoints in my future activities to prevent the appearance of erroneous academic writing. The model emphasizes my self-confidence, self-optimization, and motivation power to create a flawless scenario during the writing.                     
[bookmark: _Toc67335988]3. Paraphrasing
The key term is defined as the representation of self-ideas and perception on the relevant topic in own words and acknowledgment rather than ignoring the copy-paste options from the resources. The key purpose of paraphrasing is to establish someone’s work in a realistic pattern. The correct paraphrasing concert indicates that the individual has been able to concisely understand the author’s viewpoints and restate them without modifying the author’s comments or statements. The key rationale of paraphrasing is to avoid the plagiarism concept in academic writing (Na and Nhat, 2017). Plagiarism is defined as stealing, copying, and passing off others' innovative ideas as their own. The plagiarism software and online tool can easily detect the similarities of the content. That is why the periphrasis concept is derived to avoid this kind of issue. While there is no scope to add the author’s statement or narration on the relevant topic, then the element is helpful to align the self-ideas without changing its original meaning. The key advantage of using paraphrasing is to simplify the complex information and re-wording them with your thoughts. The key steps of paraphrasing the particular concept depends on the author’s intellectuality, knowledge, skill, experience, and compatibility with the topic (Thienthong, 2018). At first, the individual has to read the original texts or articles with uninterrupted attention. Then he or she has to write down the key points. After that, their version will be explored via strategic thinking approaches. Then the comparison operation will be performed to check the similarity between the self-written and original content and make amendments accordingly (Paraphrasing: What is paraphrasing? 2021). At last, the individual has to add an indexing process to strengthen the paraphrased contents. In order to generate paraphrasing concept, the individuals should have a detailed focused on the following points,
· Formulating the sentence with a different point from the original source
· The implication of synonyms of the chosen words as much as possible without altering the actual meaning
· Amendments in the verb forms (Ruslan et al., 2020)
· Altering the sentence framework 
A person will be efficient in paraphrasing concepts after regular practice of the skill. As much as the individual will be able to paraphrase the concept, it will be helpful for him to paraphrase any complex content within a second without wasting time. It is one of the essential comments of academic writing (Marzec-Stawiarska, 2019). In order to align or add the popular author’s narrative statement, justification, or comments, an individual applies it without altering its inner-meaning.
The selected reflective model has helped me to find out my week-points to paraphrase the sentence. After regular observations and working on the attributes, I have been able to resolve my obstacles and complexity, facing during the paraphrasing process. Analyzing each weak-points and strength, I have been able to utilize my self-confidence, analytical skill, intellectual power, logical decision-aiding skill to reflect and rethink the impact of paraphrasing in the writing. In the final stage, the predetermined conceptualization thoughts and innovative ideas are aligned with the futuristic concepts to upgrade the self-learning experience. It will also be helpful to foster my employability skills and scope in the competitive ground.                                    
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At the end of every academic writing file, references are given for the acknowledgment of the source of the content, the author, and the publication house. In the field of academic writing, few specific rules need to be followed by the students, and referencing is one of the most integral parts of academic writing. The referencing style varies with the style of academic writing that has been adopted. Like Chicago, APA, MLA, Harvard has also a different kind of referencing style. Now there might be a question of why academic writers use reference and what is the basic information that covers the reference. Few characteristics of referencing are mentioned below-
· Date of publication- as it is very important to mention the date of publication for easy search and to maintain the timeline of the main content body. 
· Name of the author- giving the name of the author does not only provide more authenticity but also a way of gratitude towards the author for the source of knowledge and content. 
· Location and the name of the publication company- location and the name of the publication company specify the sect of the document and provide more information to the reader. 
· Title of the journal/book- authors/ editors decide the title of the book to specify the department and it gets a lot easier for the writer/ reader to search for the mentioned article/ PDF file if the title name is given. 
· Digital object identifier- DOI is a set of symbols, letters, numbers used to identify the article on the web and it gets easier to find the mentioned citation. (William, Davis, 2017)
In the Harvard style referencing, there are some specific styles used by the academic writers-
· In Harvard referencing style, the references need to be given at the end of the document and the writer needs to provide the references on a different new sheet. 
· The author’s surname comes first and the initial of the author’s name. If the author has multiple works and the availability is strong, then the title needs to be allocated after the date, in proper alphabetical order. 
· The Harvard referencing style demands double-spaced, between every text. 
· If the taken file/ PDF consists of more than four authors, then after mentioning the first author’s surname ‘et al’ can be used in Italic font.  
· If the author name is not available, the organization-caused action name can be used in the reference. 
· If the date is not available from the taken source, then after writing the author’s name, “no date” can be used instead of an empty remark. 

For book referencing writers can go with the following guideline-
Author’s name → publication year→ title of the chapter→ editor’s surname→ initial→ title of the book→ edition→ place of publication→ publisher’s name→ page number

It is very important to maintain the proper referencing style for academic writing as referencing not only shows gratitude to the main source, it also unsuitable and wrong citation can damage the quality of the paper. Referencing allows the authentication of the main source and also leaves proof of the taken source. Based on the evidence, the possibilities get easy to reach to a certain source. Proper Harvard referencing enhances the detailing of the paper and it shows the dedication of the writer as well. (Cousijn et al 2018)
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