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Write an appropriately structured academic report where you reflect on your learning in this module, using a recognised model of reflection (one). Discuss 3-4 topics from those covered during the term (listed below) and reflect on how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. You will need to explain the chosen model of reflection and apply it to each topic. You will also need to analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.
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Introduction
In this assignment I will be writing a report on 3 topics which is time management, public speaking and online learning experience and I will be using kolp’s model of reflection to examine and explain my learning process and how useful they have been to me. I thing all these three topic are really beneficial to me specially time management because it’s something we all use in our daily lives such as work, school or even time to sleep. So I really need to put everything I know and learnt about time management because I just started working in sales and marketing and its quiet far so I need to work on the time I wake up and make sure I get there on time. Also public speaking is another topic that I will definitely need especially in sales and marketing industry because I will have to talking to all kinds of people every day and also make a presentations. Furthermore online learning is very useful to me at the moment because of the covid-19 pandemic and it’s really helpful not only for me but for all other students around the world, to be able to continue their education.   




Topic 1: Time Management
Concrete Experience-Before the lecture on time management I already knew about it because time management is one of the most important topics talked about when I was in school, all though it was talked about in school I never took it into consideration and I got myself late to class all the time and it was slowly affecting my studies without realising it. So has I got older and went to college I thought I was really good at it by then but from time to time I always found myself late to my lessons and in my college if your late the teachers will not let you in so I realised something had to change if I want to be a better student and a better person. So from then I started planning my daily routine by having an alarm and writing down in a piece of paper the things I need to do, so with that I was able to improve on my time management. And a few months ago when I started working in sales they were also talking about time management and how important it is so I quickly realised that in life no matter where you go time management will always be the main priority.
Reflective observation- One of my colleague recommended this book to me Jason .S (2016) which taught me the 8 ways to retrain your mind to optimise which is Organize Tomorrow, Today; The Multitasking Myth; Creating Time; Breaking Habits; Beating the Excuse Mind-set; Finding Your Fuel; The Art of Evaluation; The Two-Minute Mental Toughness Drill. 
Abstract Conceptualisation-So by reading this book I was able to master some rules such as creating time and beating the excuse and I also learnt that these rules work together as a performance management strategy for work and life, but I don't have to master all of them to reap the benefits. Choosing one thing to improve and mastering it is the secret that will make me improving yourself. Then I can progressively develop it, one move at a time. Although the rules are simple and straightforward, this is not a get rich quick plan. To see progress, I’ll need to put in the effort and change some habits. It's no different than working out in the gym or honing a sports ability by repetition.

Active experimentation-Furthermore Jake .S (2016) helped me how to make time In order to live a happy and peaceful life by Been the boss of your phone, Staying out of social media infinity pools, Slow your inbox, Make TV a 'sometimes treat', Exercise more often, Eat without screens, Spend time with your family, Make your bedroom a bed room. And before I knew all that my life was so busy because I had no organisation of my daily life and because of that I didn’t have time to do what I love such as spend time with family, paly football with my friends or have a relaxed day. I also learn that too much workload can make a person ill. So, you need give your mind a little rest. Moreover, the main purpose to work is to fulfil the needs of the family. Since the fulfilment of needs is important planning has to be in a way that each task gets enough time. Your work should have the highest priority, the second priority should sleep and the last but not the least your social life includes family and friends.
In conclusion I believe that time management is extremely important in life because it allows you to prioritise your tasks and ensure that you have enough time to complete each project. So I’m really grateful I was taught this throughout my childhood.




Topic 2: Public speaking and giving presentation
Concrete Experience-When I think about public speaking and making a presentation, I see myself standing in front of a large group of people and speaking to them. The image alone can have a huge impact on me and make me feel anxious and even fearful. I don't consider public speaking to be one of my best abilities so to deal with this, I put the tactics I learned in school into effect. I knew the more I practised my part of the speech, the more confident I'd be. It is recommended that you practise your speech at least six times before giving it. This made me feel more at ease and less anxious when speaking in front of an audience because I knew exactly what I was going to say. I also practiced using gestures and making sure they were visible to the audience.
Reflective observation/Abstraction Conceptualisation-Another thing I learned that helped me during public speaking was the book by Cody .S (2018) where he tactfully and eloquently walks us through the struggles many, if not all of us face when attempting to speak before a group. With a mixture of humour and heartfelt stories Smith is able to encourage and entertain while dropping in bits of wisdom and insight along the way. I also learned an effective way to do a presentation which is to write out basic notes in large, easy to read font. Having a large paragraph of exact words to say would make it sound to the audience like I didn’t know what I was talking about because it would sound like I was reading the information. Just including basic bullet points of the points I made it would be easier for me to focus on maintaining eye contact. 
Active Experimentation-In order for public speaking to become a skill, there are a few areas in which I need to improve to make it I sustainable strength. During my five minutes presentation with my work colleagues on zoom, I found that in order to do this I need to improve my ability to perform long speeches without hesitation, maintain eye contact, and be energetic in front of an audience showing more overview what topic I am discussing.
	



Topic 3: Online Learning Experience
Concrete Experience-My online learning experience as a student is not so good. I only like how I don’t have to wake up at 6 every day and how online courses provide a new way to learn on the go. The new software makes it easy to use and for those who are unfamiliar with technology. As opposed to being able to study anywhere in the world, sitting in a conventional classroom for hours on end is a waste of time. All we need now are our mobile devices, leaving aside the usual heavy books that we have to lug around all day. Although online course was accepted by a lot of people, I was not ready to leave the traditional classroom because of the fear of managing and organize my own time for the online classes held be back because when managing time is in my hands, I am able to work at my own pace and whenever I like . On the other hand what I don’t like about it is that sometimes my internet don’t work properly and if I’m unable to join the call  the teacher will mark me as absent, so being physically in a classroom, I have more classmates to ask for help.
Active Experimentation- Also in class, I can ask the teacher for help as many times I need, and there’s a higher possibility I will understand the assignment. It’s totally different online because I only have myself to use as a resource. I would rather have physical communication with a teacher. Online learning for me is confusing and too stressful because there are times when my family is using the internet as well as I am. My documents won’t turn in on time. Or there’s been a moment where it failed to turn in my assignment at all, and I did all that hard work for nothing.  On the other hand sometimes online learning can come to your advantage for example you can access your account and join the lesson from anywhere, its comfortable you can forget about attending classes for hours sitting in an uncomfortable chair, and suffering from back pain by the end of the day.
Reflective Observation/Abstract conceptualisation-I think online learning has helped me a lot and specially during this covid-19 pandemic not only me but many other people were able continue their education through online learning and I know if there wasn’t any online learning every student will be behind on their education. When reading Doug. L (2020) he talked about how the pandemic affected millions of teachers in around the world and how suddenly they had to switch their daily life from going into class to teaching online class and how that being the new normal.
 So in conclusion if I had to choose between normal class and online class In the future, I’d choose a physical classroom over online any day. The reason being, it’s easier for me to understand the lesson plans and put my new knowledge into effect. 



Overall I thing all these three topic are really helpful and beneficial to me and I was able to improve myself on each one of them, specially time management because I was something I really struggled with when I was younger and it got into lots of trouble and it affected my learning, but looking back to it now I’m much better at time management because of things I implemented into my life, the techniques I learnt and all the books I read made a massive difference on my daily life routine. 
Also public speaking is another topic that had a huge impact on me when I was younger because it made me feel anxious and fearful, even though I’m much better at public speaking I still get a little nervous at the beginning but then as I go on my confidence starts to come around. On the other hand online learning was something I never experienced before until now during this covid-19 pandemic and it has proven to be very useful to me because it allows me to continue my studies and be on track of my learning. Furthermore I would say there is some things I would need to improve on my side of online learning which is to get a new laptop because my current one sometimes don’t work properly and also be more focused in class.
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