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Introduction

This research paper offers a summary of the effect of our lessons on the proposed module. We, the students and especially I, have great value in our knowledge and skills through the study of academic and work skills. The importance is determined by the belief that our standard of work, as well as our future personal life, is the way we are ready to succeed in our education, workplace, and career. He tries to explain briefly, as well as the impact they have on my current and future comparisons and decisions about my career, my studies and my life, the nature of the different work abilities that I have been developing and interpreting over the last three months. I will describe and analyse Academic Writing, Time Management and Summarising.
The main part deals in detail with scientific writing, time management and meditation. I chose the Gibbs reflection cycle (Delano, 1937) that is more appropriate for my own observations and understanding of what has been learned that can be used realistically. This would help me consider what I have learned and grown. That helps me understand. Work skills can be described as skills and experiences that can be added to a person to ensure that the individual's personality and various applications are preserved (Williams, Woolliams and Spiro, 2012).
These strengths are the personal and analytical characteristics that we cultivate so that we are better prepared to show ourselves to our employer and do our best. In his book Learn through Doing, a guide to teaching and learning methods, Graham Gibbs was a professor at Oxford University and began his cycle of reflection in 1988 on the job position.

1. [bookmark: _Toc59009678]
Academic Writing
1.1. [bookmark: _Toc59009679]Description and Evaluation of Academic Writing

Intellectual life is the basis of literature. A strong student is a participant in effective teaching. This development provides useful tips and useful ideas and will certainly not only provide you with a dignified expression of the ordinary meaning of things in my academic writing.
The university is the place where I can improve my academic writing, as well as the external environment. Assimilation of the content would have immediate benefits. I recommend that you read it carefully before preparing your next post (Swales and Feak, 2012).
As with other forms of literature, correspondence must be scientific writing. Writing is important to me as a writer. It is also necessary to study how best to write a text in foreign languages ​​so that the reader is convinced that what I am talking about is falling apart.

1.2. [bookmark: _Toc59009680]Analysis of Academic Writing

Scientific, concise, concentrated, comprehensive and based on academic writing is easy. I try to make this clear to the reader.
Academic writing has a standardized form and sound, but it is not complicated and does not include long terms and fast words. There are some written conventions, terms and ways to discuss a topic that will be convenient for you throughout your degree.
Each academic article is a type of media that allows students to exchange knowledge on a particular topic. Therefore, scholars also use a strict tone to compose, to consider, to have suggestions and facts that affect a particular argument. To improve learning progress, students explore academic writing. Teachers are also used to test understanding of research (Oshima and Hogue, 2006). Some general characteristics of the scientific literature, although important for all disciplines.
The following is scientific writing:
· Concentration and design
· There is a systematic approach
· Formal appearance and sound
I wrote the training assignment in my head. It closes the subconscious, creating the illusion of turbidity in the mind. It is extremely necessary for the reader to deliberately use quotation marks and paraphrases to notice plagiarism and to understand what I intend to publish. I would like to get used to using my own dictionary, albeit on an official level.
In the beginning, diligent practice, including physical training, must be achieved so that it can change. Fast writing relies on other people's language, bypassing the tradition of different content that is careful and appropriate. The idea is to take knowledge into account with my own head, not to compose my own imaginary messages. I get excited, I study, I want to be a special translator of information.



1.3. [bookmark: _Toc59009681]General and specific conclusions and Personal action plans of Academic Writing

Only through practice and a lot of practice will I develop my academic writing. It's great to have someone send me information after I write a project. And I raise the level of my scientific writing with all sorts of subsequent reviews.
I want the writing process to clear my knowledge and compose in English as an expression of imagination. The originals of psychology are known as the production of research or the formation of new theories of scientific science. However, I can be a little original and very grateful if I want to present something in my own way. I want to know how to sell someone else's work, read and choose words that express their meaning more effectively to me.
In addition, all of these abilities that I have to worry about can be analysed, criticized, compared, perceived, designed, illustrated, or synthesized and applied.
Writing many types of paper is one of the most disliked activities among high school and college students. This is quite a challenging challenge as it requires lengthy procedures for detailed analysis and advanced skills. Either students do not have enough experience in writing, or they are afraid of criticism from their teacher. However, as they are a vital member of the academy, they cannot avoid writing academic articles.


2. [bookmark: _Toc59009682]
Time management

2.1. [bookmark: _Toc59009683]Description and Evaluation of Time management

In general, I can say that time management is the mechanism for arranging and preparing to divide time into individual tasks. Effective time management helps me function more intelligently, not harder - which means that even though the time is minimal, the pressure is high, I can achieve more work in less time. Here I found that some strategies are possible to control our time (Pausch, 2008).
I still felt that being an orderly person and allocating my time was a basic procedure before I started my research for work, and I quickly decided: now I will continue with this task and I will take on the second one when I finish it. I could often perform tasks on a schedule, but often when I could not decide the goals and significance of the various activities I had to perform.

2.2. [bookmark: _Toc59009684]Analysis of Time management

I have carefully considered different methods and strategies for improving time management in this module. This question is really fascinating and important to me, and I have also explored my own ability to manage time to complement my experience. I mastered some of the techniques (Ubsdell, 1995):
Eisenhower matrix - Emergency - Basic matrix
Classification - grouping and implementation of related specific activities
With all these strategies, I will use my time efficiently, prioritizing the tasks I have to complete.
I have now significantly enriched my scientific understanding of time management. It takes a little time and a lot of time to adapt what I have learned to the right degree so that it works well and the results are positive.
Mastering and effectively using different time management methods is vital for the development and strengthening of my personality. This experience is so important to me and my future plans that I cannot be effective.

2.3. [bookmark: _Toc59009685]General and specific conclusions and Personal action plans of Time management

I am a really dedicated young man. I have to take care of my home and family, I don't have to stand alone, and now I'm starting to improve by improving my education. Naturally, I need myself and to rest personal time. I need to learn and exercise my adaptive time management skills to include both these tasks and responsibilities. My goal is to develop the methods that are studied in the seminars, and why not try to implement the technologies that I have studied through my research. I still focus on a regular schedule for the day and the work it involves.
Awareness and experience in time management are things that I have unconsciously underestimated for a long time. In my life, it costs a lot of opportunities. My actions are never too late to evaluate, identify and correct my mistakes. It takes effort, time and maturity to implement effectively and correctly what is taught in this module. Today is my first day and it's time to become a good student, growing employee and organizer in my personal life.

3. [bookmark: _Toc59009686]
Summarising

3.1. [bookmark: _Toc59009687]Description and Evaluation of Summarising

The description is a short edition, usually a full article or book with original text. Abstracts usually last about one paragraph; depending on the duration of the abstract work, many paragraphs must also be of length.
In many cases, summaries are used. I would just like to outline the main issues in an event or email, for example, I would like to include a complex concept.
The details you will present can begin with a summary. Another thing that is difficult for me to understand is to ignore my point of view, especially when it is difficult to summarize the content, because the summary simply contains the ideas and nothing else. This is not a description of this source to offer your opinion. It is prudent to use a citation to acknowledge the original source in the document, including a description in an essay or study document.
While writing my summaries, I must use my own terms, whether I have to use thoughts. I cannot resist using names of sites and sites, but the focal points of the source must be formulated in my own way. I would like to add short quotes spontaneously. There is no summary of the summaries. They are paragraphs full of sentences in their entirety.

3.2. [bookmark: _Toc59009688]Analysis of Summarising

At the beginning of the study, the generalization is as it seems - part description, part analysis. But it is difficult for certain citizens to integrate them. We write a review in our own way, but this is not the most successful way (John Irving Tait, 1982).
In other words, our review is not published in its entirety at once. Instead, a small part of the description can be published and reviewed before proceeding. This way, you can directly specify the review section that you are actually reviewing.
A general summary of the knowledge we want to summarize is a type of aggregation that most people know. He provides readers with these plot points and interprets them as ambitious directors in a broader sense.

3.3. [bookmark: _Toc59009689]General and specific conclusions and Personal action plans of Summarising

It may seem simplistic, but by focusing on key plot points, concepts, and characters, I can go back and read the important points. It's easy, but I only note what is written in the book. It is also better to include another approach that deepens the study of this method.
Some people think that this is a simple way to advance research to keep notes. Especially since my notes are handwritten, it takes a lot longer. However, you must document my reactions to certain parts of the letter. I need to use a page number and paragraph to track how my comments complement the text (Nixon, 2001).
Most people explicitly comment on the margins of the book. This allows me to demonstrate my answer exactly where the story matters. I can do this to mix research and description by highlighting the text in the book and writing a brief field analysis.
I can start the writing phase after reading and commenting or highlighting key sections of the document. Your concepts are outlined in the first part of the writing process. When writing review analyses, the layout is especially important as there are several components that need to be followed.
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Conclusion

Academic writing has a standardized form and sound, but it is not complicated and does not involve long terms and fast words. Each academic article is a type of media that allows students to exchange knowledge on a particular topic. It is extremely necessary for the reader to deliberately use quotation marks and paraphrases to notice plagiarism.
Only through practice and a lot of practice will I develop my academic writing. I want the writing process to clear my knowledge and compose in English as an expression of imagination. Writing many types of paper is one of the most disliked activities among high school and college students.
Mastering and effectively using different time management methods is vital for the development and strengthening of my personality. Awareness and experience in time management are things that I have unconsciously underestimated for a long time. It takes effort, time and maturity to implement effectively and correctly what is taught in this module.
Generalization is a type of aggregation that most people know. It may seem simplistic, but by focusing on key plot points, concepts and characters, I can go back and read the important points. When writing review reviews, layout is especially important as there are several components that need to be followed.
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