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[bookmark: _Toc1832754394]Introduction 
[bookmark: _Int_QLIgfsaz]Reflective learning is the process of learning that occurs via thorough, purposeful contemplation. Tracking your understanding of the subject as you study it and determining your level of understanding are both aspects of reflective learning. When students take an active role in their education, teachers are more likely to keep their attention and assign them more responsibility. There are further ways that various learning styles, such as verbal, physical, aural, social, solitary, and more, diverge from reflective learning. Reflective learning is essential for assisting students in improving over time since it can assist them in recognising their talents, potential, and flaws. This is thus an essential skill for students to possess and have proficiency in (Tinkler et al., 2017). As a result, students might be more equipped to manage their education and gain metacognitive abilities. Reflection is therefore a core aspect of learning for students and should be incorporated in the syllabuses in schools. As this is a reflective article, I shall imply the use of the Gibbs Reflective model for the rest of the work (Gibbs, 1988). The topics that will be covered in my reflective report are, paraphrasing, time management, and summarising.
[bookmark: _Toc2048959015]Reflection on Paraphrasing
As per the work of Cortrell, (2010) paraphrasing is the skill that involves restructuring the spoken or read information into a shorter and clearer from using an individual's owns words whilst at it retaining the original meaning.
[bookmark: _Toc735439109]Description
Paraphrasing was the most engaging of the employability skills I learned in class for this subject especially basing on the fact that I had no idea of its concept prior to learning about it. I discovered that paraphrasing required a separate set of skills from summarising. I also learned that paraphrase can be more concise than quoting and can help me avoid overusing direct quotations. I find that when I paraphrase, I am better able to understand and reflect on the information.
[bookmark: _Toc1436855944] Feelings 
[bookmark: _Int_pYWFt6sP]Being honest, prior to learning this unit, I had no idea of what paraphrasing entailed. I was actually confused and found it difficult to tell paraphrasing and summarising apart. I used to think that they are the same and served the same purpose. After the unit, I am now well versed with what paraphrasing entails and how it differentiates from summarising. I am also aware of all the procedures to take when paraphrasing and I am positive I can perform it with no problem.
[bookmark: _Toc677801311]Evaluation 
Looking back at my capabilities prior and after learning about paraphrasing as a skill, the difference is as bright as day. I am clearly more developed and more equipped as a student to handle any problem that comes my way.
[bookmark: _Toc1234941577]Analysis 
I learned during this course that the terms "paraphrasing" and "summarising," despite their apparent similarity, are different. I learned that paraphrasing requires producing a specific text in your own words, whereas summarising only requires speaking of a work's main ideas. I now realise that helping students build their paraphrasing abilities encourages them to read more often, develops note-taking habits as they keep track of quotes and summarise text details, and increases their vocabulary as they consider appropriate ways to paraphrase the original text (Kletzien, 2009).
[bookmark: _Toc955992380]Action plan
[bookmark: _Int_RWu8Zg6p]As I am now well endowed with the skill, I am now well placed in a position that will ensure I bring the best out of myself in my learning. To perfect and develop my skills further I plan to execute the 4 hours  that I was taught in class that guide the process of paraphrasing. These are Read, Restate, Recheck and Repair. This way I will improve on my skills.
[bookmark: _Toc427720255]Conclusion 
[bookmark: _Int_evRgIQrJ][bookmark: _Int_CEjwIqlk]Excellent paraphrasing must be taught since it fosters the development of vital literacy abilities, I have learned: It encourages kids to read aloud, develops note-taking skills as they keep track of quotes and outline text elements, and broadens their vocabulary as they produce clever ways to sum up the original material. This manifestation was made possible through the reflection process.
[bookmark: _Toc29140410]Reflection on Summarising
[bookmark: _Int_ycoa6VCo]Greetham, (2013) in his books has contemplated and went on to give the definition of summarising as a skill that gives the learner the ability to explain the most vital details or ideas simply and precisely about something or someone.
[bookmark: _Toc1315958013]Description 
After attending the Unit class for the topic summarising, I learnt that summarising is indeed an equally important skill that students ought to have alongside paraphrasing.  I managed to learn that it fosters the development of students' ability to identify significant concepts and compile essential supporting evidence. It also enables pupils to concentrate on important phrases and words from a particular book that they need to memorise. Through this class, I established that the key purpose of summarising is providing the reader with a clear and objective representation of the original work.
[bookmark: _Toc1071731897]Feelings 
[bookmark: _Int_T5Uj8Vx1][bookmark: _Int_z5X9LQrF][bookmark: _Int_E35J82qt]With this skill, the feeling I had was quite like the one I had when I learnt about paraphrasing. Seeing I heard struggled for a long time to differentiate the two. After the class, the differences were clear to me, and I tapped myself on the back for having achieved such a fete. Having mastered the art of summarising, I am now oozing with confidence and my self-esteem as well has written considerably. I feel rejuvenated and capable of anything academics put Infront of me.
[bookmark: _Toc645589754]Evaluation 
[bookmark: _Int_kHeP9Ykf]In retrospect, it was a moment of pride for me as having in depth knowledge on summarising skill put me miles ahead of students elsewhere who were yet to learn this phenomenal skill. When I compare my thinking process before and after learning about summarising, I can see an enormous difference. I have become more creative in my thinking as it has also vested me with the abilities of quick decision making and efficiency.
[bookmark: _Toc2036990836]Analysis 
[bookmark: _Int_MwEFlhg3][bookmark: _Int_pjoDC6bu][bookmark: _Int_qg8TR5M4][bookmark: _Int_2bB9902z]As I discovered in this session, "paraphrasing" and "summarising" are two distinct ideas, even though they can occasionally seem to be the same thing. I discovered that whereas summarising merely requires describing the major points of a piece of writing, paraphrase necessitates developing a distinct text in your own terms. This made it simpler for me to understand that while summarising can be used to express the most essential information without offering any kind of explanation, paraphrasing can be used to make the original work simpler. Summarising is equivalent to or slightly shorter than paraphrasing because it is shorter than the original material. I can now list the benefits of possessing this ability after completing this unit as Students' reading retention is improved when they learn how to summarise (Williams, 2018).
[bookmark: _Toc233656445]Action plan
[bookmark: _Int_Pmfi0vRw]I now have knowledge on the various techniques applied to perform an effective summary writing. These are selection, rejection, and substitution. However, I do not feel content and vow to improve on my skill. To do this I shall spend more time reviewing summaries written by other people as well as start practicing my summary writing aloud. These practices will enable me in forming the habit of communicating essential information in a concise, orderly fashion.
[bookmark: _Toc1009233039]Conclusion 
As the adage goes, “the more you read, the more things you will know” Truly this saying has manifested itself in my life. I am thankful to my school as well as my tutor for having taught me this valuable skill. I will use it to excel academically and teach others on how to infuse it in their learning outcomes. Reflective learning helps students contrast what they have learnt with real life experiences thereby giving them in depth understanding of concepts. It surely has helped me.
[bookmark: _Toc1516650987]Reflection on Time management
[bookmark: _Int_sDALAYAj][bookmark: _Int_VTIiYqVa][bookmark: _Int_uJHOaW8m][bookmark: _Int_rPQLSP11][bookmark: _Int_NKzi6Kpv][bookmark: _Int_fSHM2mQi]The crème de la creme, time management is easily the most crucial amongst the skills. Through task and pursuit coordination, people can maximise the effectiveness of their efforts by effectively managing their time. Effective time management is the key to completing more significant tasks in a day. Having fun time management skills is much more crucial than having enjoyable time usage skills. Those who are adept and efficient time managers are, of course, the best. A few examples of time management skills are planning, prioritising, organising, delegating, and problem-solving (Truemann and Hartley 1996).
[bookmark: _Toc1555569561]Description 
[bookmark: _Int_OCaIZ9NQ]According to Wilson and Bedford, (2009) Utilising your time effectively and productively is what is meant by time management. I learn that the most important skills in time management are planning, and decision making. In the unit, I have learnt that time management is essential in dictating the success factor of a student, a business, whichever section in life, the skill is crucial.
[bookmark: _Toc1625917083]Feelings 
[bookmark: _Int_CkHRw71v]When learning this topic, I was extremely overjoyed and anxious to know more. This is purely because as an individual I had struggled with managing my own time at school and at home. I was determined to change and mend my ways to improve on my chances of success in academics as well as my social interaction. Previously I had struggled to plan and keep time for even the most subtle of activities. I struggled with the problem of procrastination to an extent that it drastically affected my grades. But now have learned the skilled and I am doing everything in my power to improve on it and act on it. There is simply no going back.
[bookmark: _Toc81687721]Evaluation 
[bookmark: _Int_i7XpwoHY]Looking at my performance through the period that I struggled with time management, to the period I learned the skill and after learning it, the curve on my grades is impressive. I can therefore attest that effective time management skills significantly change the whole individual from academics to social interactions.
[bookmark: _Toc804537259]Analysis 
[bookmark: _Int_2IX9ikh2][bookmark: _Int_MrxAhQNC][bookmark: _Int_xzF24wF8]Most people wish to manage their time more effectively, especially at work. The two most valuable time management strategies are being aware of your deadlines and establishing reminders. They should be scheduled for 15 minutes before the event to allow for setup. I discovered that I should create a list of the tasks I have to complete each day and update it when I became aware of meetings and deadlines. I must set time limits for the task I will be doing in the next stage. To efficiently manage my time, I must remove all distractions, including my phone. I must then develop a routine (Morris, 2018).
[bookmark: _Toc397748461]Action plan 
[bookmark: _Int_efMNyUyH]To act on improving my newly acquired time management skill, I shall follow the five steps I have discussed in the analysis section. Additionally, I pledge to quit multitasking and procrastinating and slowly but surely improve on my skill. Eventually I will be an expert in the art.
[bookmark: _Toc2083546679]Conclusion 
In conclusion, time management is clearly the most important skill among the three, not to say the other two are not important, but simply to stress that time management carries more weight and is more crucial to possess as the skill acts as a door to the rest of the skills.
[bookmark: _Toc1552449197]Reflection on my classroom presentation
[bookmark: _Toc414039652]Description
When we were on the 9th week of this module, we were ushered about public speaking and doing presentations on this module. We were given a task to research on the same and then give a presentation in class. We were allocated into groups so that we could conduct research and then present our findings in class and since we had to do demonstrations in class, we were required to use chats and PowerPoint presentations. I carried out my presentation as required by the lecturer, and I got good marks when the score was given by our lecturer. 
[bookmark: _Toc9559156]Feelings
I had previously done a presentation during our orientation, and I was very confident while I presented my section. I was happy that we had completed our research and compiled our work on time unlike some of our colleagues who had last minute rush. I felt at ease while presenting since we had done a good analysis with our group members and everything, I presented was clear and I had mastered the concepts, and this gave me extra confidence of winning stage fright.
[bookmark: _Toc1601780893]Evaluation
When I evaluated my performance, I found out that doing a thorough research and having enough time before presenting will result in an excellent performance when doing an actual presentation. This is what gave me good results after my presentation. 
[bookmark: _Toc1972478981]Analysis
When I analysed my presentation, I found out that adequate preparation is the key to excelling in any field because it allows one to have vast knowledge on what is going to happen on the events and experiences. I learnt that teamwork is important because it simplifies tasks into simpler and it saves a lot of time. This ensured that my presentation was smooth and it bared fruits at the end. 
  Conclusion
I now understand how crucial it is to prepare for a presentation and finish on time as a result of the presentation. I have discovered that when you organize yourself and complete any tasks ahead of schedule, things get easier. I learned that I am good at applying what I have learned.
[bookmark: _Toc2053593002]Action Plan
Everything about my presentation was okay but I had one weakness of having poor communication skills and being inaudible while presenting. I will work on improving on this by participating in many events such as debates to sharpen my communication skills so that I can achieve my goals at the end of this module. I will consult my lecturer to get more tips on the same and in future be a competent student. 
[bookmark: _Toc46487028]Conclusion 
The report has served its purpose providing reflective writing on the four skills of time management, summarising, paraphrasing and classroom presentation. All these skills are important in the learning process. When students take an active role in their education, teachers are more likely to keep their interest and assign them more responsibility. Additional ways exist in which verbal, physical, auditory, social, solitary, and other learning styles diverge from reflective learning. Reflective learning is essential for assisting students in improving over time since it may help them understand their abilities, potential, and weaknesses. Therefore, it is essential for pupils to possess and perfect this skill.
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