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Introduction

Maybe, in some moments of our life we have asked ourselves these questions: Why do not I have enough time to fulfil all my tasks? Why do I always take wrong decisions? or perhaps we think that we are not able to speak in public in our jobs or educative institutions to expose our point of view on the issues discussed. This report examines three different topics useful for our daily life as human beings that will help us to improve day by day our quality life and if we put them in practice, they will make those questions no longer torment us. The objective of it, is that anybody who read these words can understand the importance of run them during their existence in this world to be successful in everything they set out to do. All the information that is in it, was found in serious and reliable Internet websites and in Moodle Platform of the University of Wales Trinity Saint David. 
 


1. [bookmark: _Toc60692795]Reflection Model
I will choose Gibbs Model. This model of reflection was developed in 1988 by the American sociologist and psychologist Graham Gibbs. It examines experiences and gives its cyclic nature.

It covers six important stages which are:

1. Description: the experience
2. Feelings and thoughts.
3. Evaluation: the experience. Can be good and bad.
4. Analysis: make sense of the situation
5. Conclusion: what you learned. What you could have done in another way.
6. Action plan: in the future with alike situations or changes you will do to be better.
I think this model will help me to explain with precision each topic and the lecturers will understand what I feel during my process. 


 
2. [bookmark: _Toc60692796]Academic and Employability skills   
[bookmark: _Toc60692797]3.1 Time management 
This topic is very interesting because it is the base for everything we will do. If for example, you do not have time to organise your home (or enough time), you will have two options: to be mediocre and organize the most remarkable things or to do nothing. That is why it is important to have a good time management. 
 
Time management, according to the website Skills You Need, is "the ability to use the time productively and efficiently." Kipping this concept in mind, perhaps, many of us we were in a situation where we worked as productively as possible, but we still cannot get all our tasks done. In that moment we felt that all the efforts that we made were useless… 
That is why we have to learn how to prioritize things. What is prioritize? To prioritize is to organize or complete things in order of their importance. 
 I have a good new for all of us. It exists a method which can help us to achieve this goal: have an excellent time management. Its name is: "The Eisenhower Method". It was created by Dwight D. Eisenhower. He was the 34th President of the United States from 1953 until 1961. He invented it because he had the need to know how to organize his tasks. This method will help us prioritize by the urgency and importance. 

You will be able to see the Eisenhower Matrix: 


	
	URGENT
	NOT URGENT

	IMPORTANT
	QUADRANT 1

REDUCE

Reduce time spent here by doing more work in the next quadrant.
	QUADRANT 2

SCHEDULE

Spend more time here, it requires initiative.

	NOT IMPORTANT
	QUADRANT 3

DELEGATE

Assign tasks to others, you can be present some moments to look after their work.

	QUADRANT 4

DECLUTTER

Eliminate all the tasks that do not help you to achieve your goal. Learn to say no. Stay firm.





· First quadrant "Reduce":  important tasks for your life and job and need to be done today or at le latest, tomorrow.  
· Second quadrant "Schedule": important tasks but less urgent.  
· Third quadrant "Delegate":  tasks which you could delegate to other people as they are less important to you than others but still be urgent. 
· The fourth quadrant "Declutter": tasks that are not important, quite the contrary, they are harmful, and you have to decide to eliminate them of your life. In short words, they are the famous bad habits. 
If perhaps you are not able to realize the first and second quadrant, think and reflect, possibly they are the guilty! 

Time management will help us to have our soul, mind and body in total order, and consequently, a happy life. 
 
[bookmark: _Toc60692798]3.2 Public speaking and giving presentation 
When we are in a public place, such as our workplace or our educative institution, we are faced to many topics. But maybe, they are many people who struggle to speak in public or they don't feel secure in the moment of give a presentation.

But there are many tips and clues which will help us to improve all these struggles.



1. Be ready
Prepare with lots of time the notes, search all the materials you will need in the moment of your presentation.
You can give your presentation before a mirror, your friend, your parents, colleague, housemate or your video camera. They can give you feedback, or you can watch the recording and correct the errors.


2. Know your audience.
When you know your audience, you will be able to know what words you will need to use during your presentation. Be clear about what is your goal and what the people should obtain.

3. Use all the spaces.
Do not be rigid. Be aware of your body language. Make eye contact, face your audience, move around with freedom, but do not pace. Try to not cross your arms. Keep your hands free.

When you are sure about your topic, you will feel with security, so be relax and enjoy that moment!


 

[bookmark: _Toc60692799]3.3 Analytical and critical thinking skills  
In our daily life, we are analysing and thinking. And why we did it? Simply because our mind is an excellent engine that starts to function in the moment that we have to reaction in front of any situation we are facing.  
 
Analytical thinking is the mental process where it breaks down information to basic principle. Thanks to it, we can analyse and sort new information, problems but too solutions. 
Someone who has analytical thinking skills is desired for any employer who searched a good worker, because they know that in critical moments of the company, he/she will be able to solve the problem. 
That is why is important to develop these skills, some of the benefits that this process gives are: 
· Understanding problems and analysing the situation for many solutions. 
· Can improve the work. 
· Help to achieve company goals  
· Support the personal career goals. 
 
Analytical thinking process has the next steps: 
1.  Identifying a topic, problem or issue. 
2. Recollecting information through testing and observation. 
3. Developing solutions. 
4. Testing solutions. 
5. Post-analysis. 

 
They exist five types of this useful process: 
	Communication 
 
	Creativity 
 
	Critical Thinking 
 
	Data Analysis 
 
	Research 
 

	· Problem sensitivity 
· Active Listening 
· Reporting 
· Surveying 
· Teamwork 
· Oral communication 
· Written communication 
 
	· Brainstorming 
· Collaboration 
· Optimization 
· Predictive modelling 
· Restructuring 
· Strategic planning 
· Integration 
 
	· Process management 
· Auditing 
· Big data analytics 
· Case analysis 
· Causal relationships 
· Classifying 
· Comparative analysis 
· Correlation 
 
	· Business analysis 
· (SWOT) analysis 
· Cost analysis 
· Credit analysis 
· Critical analysis 
· Descriptive analysis 
 
	· Investigation 
· Metrics 
· Data collection 
· Prioritization 
· Checking for accuracy 
 


 
It exists some techniques to improve our Analytical Thinking Skills, some of them are: 
· Play Brain Games (crosswords, chess, Sudoku...) 
· Learn One New Thing Every Day (any topic) 
· Join a Book Club (have the habit to choose books that you aren't used to read) 
· Volunteer for New Projects  
· Take an Online Course (a new language for example!) 


Critical thinking is the mental process of evaluating information by the reason and determining how to interpret it in order to obtain a judgement.  
At university, critical thinking means not accept the first concept what you read or heard, but question the information that you received and consequently, research more sources. To be able to develop this method, the person has to has an open mind. 
Some of the benefits that this process gives are: 
· Interpret evidence arguments and identify the significance to your assignment question. 
· Allows for creativity. 
· Better decision making 
· Develop well-reasoned arguments of your own for your assignments. 
· Form Well-Informed opinions. 
· Promotes curiosity. 
· Creates independence. 
· Use and draw on evidence to justify your arguments and ideas. 
· Better citizens. 
· Improves relationships. 
 
Some of the critical thinking skills are: 
	1.Observation 
	2.Analysis 
	3.Interpretion 
	4.Reflection 
	5.Evaluation 
	6.Inference 
	7.Explanation 

	8.Problem solving 
	9. Decision making 
	10.Communicaction 
	 
	 
	 
	 


 
 
Now, we know why we should have a critical thinking and some of their skills. But how can we have critical thinking skills? 

· Gather information. (if you have more, it will better) 
· Evaluate information 
· Ask basics questions. (to avoid complex explanations) 
· Question basic assumptions. 
· Be aware of your mental processes. (be focus on your process!) 
· Try reversing things. (change what is "normal") 
· Evaluate the existing evidence. (who? how? and why?) 
· Consider alternative possibilities. (remember, open mind) 
· Remember to think for yourself. (be focus on your process!) 
· Test conclusions. 
· Verify if argument support the conclusions.  
 
If we take these methods for our daily life, we will be successful in all the areas of our life! Remember... HAVE AN OPEN MIND! 
 
 
[bookmark: _Toc60692800]4. Conclusion 
Nobody arrived in this world with all this knowledge, but the good news is that many of us, have the chance to learn it. We may have the capacity to think, to analyse, to communicate and to take decisions; so, the only thing we have to do is to decide if we want to continue in the ignorance or to gain knowledge. Yes, we are able to have an excellent time management, we can speak in public and to do a good presentation and we are able to have analytical and critical thinking skills. Just, we have to take the decision. 
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