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[bookmark: _Toc88253237]1.0 Introduction 
The present situation in the life of any individual is full of stress which needs to be simplified by applying some skills to lessen the effect of the busy schedule. Time management is a factor that helps an individual in smart work rather than in hard work so that the individual can complete much of the work done in a very less or limited time also when there is high pressure. Time management can impact the lives of individuals positively or negatively depending on how effectively one uses the factor. Summarizing is a concept of the concise way of information sharing and CV writing is the documentation of detailed information of a person. Summary and CV writing are very important aspects in order to concisely conceptualize the huge set of information.
[bookmark: _Toc88253238]2.0 Time Management 
The planning process of organizing the time in a specific way by allowing limited time for the completion of a particular activity is known as time management. Managing time is a very essential factor in the lives of every individual that makes their life much easier. There are various benefits that are gained with managing time such as productivity getting better and efficiency increasing (Ahmad Uzir et al., 2020). Managing time helps in the efficient completion of the tasks that help in reducing work and stress. Opportunities are increased in advancements with the help of time management which also helps in achieving the career and goals of a person.
When there is no planned organization of time, negative impacts can be seen which results in inefficiency of the work. The poor quality of the work is also seen due to the stress of completion of the work. There are often chances of missing the deadlines due to inefficient workflow which affects the reputation of a professional. 
[bookmark: _Toc88253239]2.1 Application of time management
Time management can be applied in certain ways to make it effective in the life of any individual. Prioritizing the works according to the importance of the work is an essential part of managing the time. A list of distractions should be made to understand what keeps you from being focused and eliminate them to keep oneself focused. Time management also teaches dividing the tasks into small elements to make the task more convenient and easier. Time management is also used in dividing time in such a way that a person allots a time break in between performing the tasks (Kazantseva et al., 2020). 
To implement time management efficiently a person needs to create a time audit that helps in tracking the amount of time a particular task needs. According to the audits, a person can allot time to each task which sets the time limit of the task for the effective completion of the task. A person can make a to-do list to prioritize the tasks for completing the important tasks first without abandoning the other tasks. Starting the work earlier can help in accelerating the tasks to complete them on time or before time. This will also help in getting more time for oneself through breaks (Mendagudli et al., 2021).
There is a 4D technique that helps in managing time which is to do, defer, delegate, and delete. Doing the tasks that take less time can help build the momentum of work and motivate working on larger projects. Deferring tends to delay a task for a certain time period which is not considered important or needed to be done immediately. Delegating helps an individual to get a helping hand in the completion of the tasks by reassigning the tasks to trustworthy individuals. Deleting helps in removing the tasks that are unnecessary to keep the momentum without disturbing the schedule. 
[bookmark: _Toc88253240]2.2 Reflection on time management
Time management is an important component that provides a productive lifestyle to all the individuals who efficiently apply the skills of time management. I was able to understand the importance of time management by applying it to the daily schedule of my life. I was aware of assigning time to the tasks in managing them effectively but lacked the knowledge of giving breaks in between the tasks which increased the stress factor within myself. I also learned about delegating the tasks to complete them successfully and removing the tasks of least importance.
[bookmark: _Toc88253241]3.0 Summarizing
Collecting all the key ideas in a concise way from a written paper or text and jotting them into a brief idea stating the importance of the paper or text is known as summarizing. The summary helps to identify and understand the information that has been delivered in a very synthesized way. Summary in other words is a part of a text or piece of writing that helps in getting a vague idea of the writing without reading the original text. A summary helps an individual in understanding the whole piece of writing and delivering the gained information to its readers in a simplified way. Summarizing is done for different reasons such as when understanding the assignment, keeping notes on the information, and providing an overview for the work of a researcher. 
Summarizing widely helps in the personal development of an individual by improving vocabulary and grammatical skills (Vorobets, 2020). The skill of summarizing helps an individual to extract out the main ideas of very long texts focusing on the important details. An individual learns the skill of minimizing unnecessary inclusion without hampering the content of the text concisely. The productivity of the person increases while focusing on the main points to make a summary.
[bookmark: _Toc88253242]3.1 Commencement of summary
To make an effective piece of summary a writer needs to read the text carefully and understand it clearly to make a similar idea and write it down without repeating the same words (Thien and Phan, 2021). The summary can be written in the context of supporting or criticizing the work of an author through the relevant information depending on the purpose of reading or writing the text. Importance should be given to the main ideas which are of interest to the reader or the writer. 
For writing a summary an individual should firstly read the text carefully to understand and analyze the given information and focus on the key attributes of the information. Secondly, the whole text should be divided into small parts or sections such as introduction, methods, results, and discussion for a better understanding of the content of the text. Thirdly, an individual should focus on identifying the key points in those sections extracting the important information, 
and eliminating or excluding the supplementary details. Finally, the summary can be written by compiling all the key points that have been obtained from the text. The summary includes an appropriate representation of the text without any similar sentences and provides an insight into the text. 
[bookmark: _Toc88253243]3.2 Reflection on summarizing
 The process of summarizing teaches to cover all the essential points with context to the writings of the text. The summary should include all the information that is very important in a concise way eliminating the unessential information. It should include the exact and accurate ideas of the author without any repetition of any points or including any external points. Objectifying is one of the ways to write a good and effective summary. 
I have learned that a summary indicates the title and author of the text with the work of the author which has to be stated in our own words. The summary gradually develops the main idea throughout the text. Sectioning the article and dividing it into groups helps in better understanding the text and covering all the key ideas of the text. It is not important to reproduce the whole progression of thought of the author. We should not emphasize our personal opinions or responses in the summary or include any argument in the summary. The whole summary should be plagiarism-free by building it with an understanding of the content and not copying the original content.
[bookmark: _Toc88253244]4.0 CV Writing
A Curriculum vitae is detailed information of an individual that includes the academic and professional history of a person. It is a document that helps in recognizing a person with the educational qualifications, work experiences, and achievements that are the accomplishments of the person (Du Plessis, 2020). A CV can be a lengthy discussion of a person's detailed information which is different from a resume that is a shortened form of the CV. A CV is mostly used during applying to institutions or organizations. A CV does not require the personal information of a person such as a salary history, reason for leaving a previous job, and references. A CV should contain the specific skills one has that might be of interest to the employer (Pohan, 2020). 
[bookmark: _Toc88253245]4.1 Reflection on CV writing
In this course, I have learned that a presentable and effective CV should be short enough so that it is easy and quick to be read. The font used for the CV should be professional enough without any styling. The sectioning and headings should be clear enough for the reader to understand the work, experience, and education of the person. I should also keep in mind that there are no typing mistakes in the CV by proofreading the finished CV by a tool or someone else. I have also learned to place the experiences and education in a reversed chronological order so that the recent experience or achievement is highlighted in the beginning. 
[bookmark: _Toc88253246]5.0 Gibbs reflective cycle
[image: Gibbs&#39; Reflective Cycle - Helping People Learn From Experience]
Figure: Gibbs Reflective Cycle
 A descriptive structure of experiences that helps in strategizing and learning from the experiences. It is a model that helps in pointing out the situations faced by an individual to analyze the situation that the person has experienced (Adeani et al., 2020). The analysis of the situation is done in six stages of description, feelings, evaluation, analysis, conclusion, and action plan.
Description:  To describe my experience in time management I would like to highlight my everyday schedule where I have assigned a particular time for every work to be completed from waking up to going back to sleep. My experience on summarizing was when I had to complete my thesis during my graduation for the submission of my work. CV writing skill was obtained gradually during the course of my education that helped me understand the importance of a CV.
Feeling: Time management is a very essential part of human life which has also impacted my life in a positive manner where I am able to complete all my tasks in the assigned time. Summarizing has helped me produce an effective study of my work in my field. CV writing has helped me in gaining the confidence to interact with employers.
Evaluation: Time management is a factor that has helped me manage my time when I used its skill to its full potential efficiently, but the results when I did not practice managing time made me mess things up and led to the incompletion of my work and stress me a lot. The idea of summarizing developed in me gradually by learning during my whole course. I gained knowledge of including the important points that were necessary to be highlighted. My CV writing knowledge was very poor as I used to miss including the important achievements in my CV and was not able to design the proper way of presenting the CV. Now, I have developed the proper presentation ways of my CV.
Analysis: I was consistent to make changes that would impact my decisions positively by managing my time. The summarizing ability was very poor at the starting which I developed with my consistent dedication towards learning. CV writing was also developed through m constant efforts that I have put in the development of my writing skills.
Conclusion: I have put all my efforts into developing all my shortcomings and enhancing the qualities for a positive effect in my life. This has helped me in creating a lifetime experience with the development of the factors.
Action Plan: I, being a keen learner always tends to grow in a way that puts a positive effect on me. The constant learning process can help me grow and deal with the situation where I might have to face problems in the future.
[bookmark: _Toc88253247]6.0 Conclusion 
The above report helps in concluding that factors such as time management, summarizing, and CV writing are important aspects of the development phase of a person. Time management is one such factor that has helped in gaining a happy and successful career. Summarizing is a factor that helps in portraying the idea of a piece of writing effectively. The summary is a shortened form of the original piece of writing. Another factor is CV writing that is an influential factor in estimating and understanding an individual closely.
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