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[bookmark: _Toc110868259]Introduction
This report is about how some aspects can improve me in gathering knowledge by learning some important topics. For example- a student should have some definite qualities like time management, skills in academic learning, skills in public speaking, and so on. These qualities make a student qualified with the help of regular practice(Haynes, 2012). But these qualities cannot be mastered in a short time. A person should be eager to learn different things and adapt things according to the situation. I am personally fond of learning new and easier processes which helps me to explore different resources. Also monitoring own capability help a lot in progress.



















An academic report reflecting my learning is briefly explained below and I am following the Gibbs reflection module for my report.
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[bookmark: _Toc110868260]Time Management
From my experience and learning, I have come to discover some important tips on how to manage time proficiently. Gibb’s model gives a clear vision of how to manage time. For managing time accurately, I always prefer some tips and tricks and they are described below.
[bookmark: _Toc110868261]No multitasking
Because If I break my focus doing other tasks then I will not be able to finish the important one. I also avoid interruptions and always make a sequence to finish within an outline. I write down my priorities that need to be done first (Haynes, 2012). For example, I do one work at a time. When I’m reading, I don’t focus on other activities and when I research, I always prefer not to talk with anyone about different issues. After finishing work, I also take feedback and try to understand how it reflected my work.
[bookmark: _Toc110868262]Setting a reminder and more organized
I always write down a time by which I have to finish my work. Sometimes I fail but it keeps me updating me with a scheduling system. I also break down my work so it is step-by-step work. I plan for a long-term schedule with a clear vision. I use the calendar to set reminders and also use a note tool. It’s like making an action plan of activities. I keep every tool or app together so finding them is easier when I need them.
Research before work
It is always helpful to know about the topic which needs to be done. Research from browsing helps to know about different resources and is also not time-consuming. knowing how to write and what is needed is the most important task (Varga, 2013). So, analysis before stepping is the most important yet difficult task. After completing my work, I evaluate myself and make feedback if I’m progressing or deteriorating. I generally follow a feedforward system because it will guide me in the long run. Research by own self is better than having information from others because it develops skills and contributes to own knowledge. Discussion with teachers or seniors always makes it easy for researching a topic.
Making an action plan
An action plan is necessary to know how the process is doing (Abdullayeva, 2022). If a further modification in the process is needed then have to identify where it is doing wrong. The action plan includes a daily follow-up on whether it is going according to the plan. At the end of the day, a review of the work process needs to be checked accurately. I also keep a note about everything so that I can show the tasks. For the different topics, I make a different action plan every time. I also change it if needed accordingly.

[bookmark: _Toc110868263]Academic writing
Academic writing is important in higher education as well as in skills development. It is a complex process to learn about academic writing as it demands self-regulation. Self-efficacy is also an important demand in this process but appropriate assessment is still very limited in this factor (Reinsfelder and Behler, 2017). I always follow some tips and tricks for making my writing skill more relatable or professional. Some are described below from my own experiences,
[bookmark: _Toc110868264]Use formal language and avoid overuse of nouns
For any academic purpose, I always use formal English because the conversational tone is not the main thing. I also focus on my grammar and sentence-making structure because formal English requires it (Hogue and Bixby, 2017). Formal English also avoids nominalization. Sometimes we overuse nouns which makes it difficult to read. So, we can use verbs as much as we need. For example- “This is an interesting finding, rather than This finding is interesting”.
[bookmark: _Toc110868265]Length of sentence paragraphs
I always keep my sentences below 20 words because it looks more natural and reflects flow. More words in a sentence will make it difficult to understand the meaning. 
So, writing a small sentence will make it more formal. I also avoid making long paragraphs. I use about 5-7 sentences in a paragraph because it is a formal process. dividing sentences and paragraphs is a formal way of writing.
Avoid reusing phrases and fragments
The use of the same phrase will make it monotonous and so I use synonyms when I use the same word repetitively. So, using synonyms and antonyms is important for making writing more formal yet interesting.
A subject should be concise and an unfinished thought should not be present in a sentence. Half thoughts make it informal writing (Bailey, 2018). I always avoid the plague in writing like how I avoid fragments.
General requirements
In any writing, there should be an introduction and conclusion which will justify the writing. but they should be less in words as they only represent the summary. I manage to link between sentences and paragraphs as well as maintain the flow of my subject. The subject of the writing is always important. unnecessary words will make it inappropriate (Osborn, Osborn, and Osborn, 2014). Then the required style or font should be maintained properly. The complex subject will need more paragraphs to be understandable. Plagiarism should always be checked before submission of writing for the authenticity of the content.
Feedback and feedforward
I always follow the feedbacks I get from my learning because it makes me aware of my mistakes. Feedforward is the way of making fewer mistakes in writing. I also try to read books as much as possible to gain proper knowledge of writing formally (Bradbury, 2010). I always try to learn new words and new formal ways for making my writing more acceptable.
[bookmark: _Toc110868266]Using the library and gathering information
The library is always the best place to learn new things and to improve skills for both academic and professional purposes. It’s a place where every genre of book is available. But it needs to be turned into a flexible learning space first. For this purpose, at first, I analyze the space because every section is different from other sections. Also, it needs proper concentration to learn. A comfortable sitting plan is always required for the flexibility of learning. Then I formulate or write down a plan on how I will finish the study of a subject. A library partner is also a part of learning because they can be useful to find more information about the subject. Critical subjects need a reliable library partner.
I prefer trying academic libraries for my academic learning because it’s easy to find books related to my subjects. As it takes less time to go to the library. Also, my classmates are there if I need any suggestions for a good outcome in my knowledge. The academic library always helps to find help in the university or school curriculum.I also use the online or digital library if I need sudden help. Digital libraries have some advantages like- I can use them whenever I want as it is available 24/7(Dougan, 2015). I can also use it from anywhere. Sometimes academic library has only one book for a relevant subject but the digital library has many options. So multiple users can use them. The library can also be a learning place for gaining knowledge about etiquette. But sometimes it can contain inaccurate information because the system is larger than an offline library. So, it will confuse the readers.
[bookmark: _Toc110868267]How the library helps in gathering knowledge
A library is always a place where I can increase my literacy. I mean there is no boundary or limits of anything to learn. Some institution makes it mandatory for the students for the library and they set a time for the library. this helps in gathering knowledge. Education and knowledge are related to each other. so going into the library and learning new topics can make a person wiser.
[bookmark: _Toc110868268]How I improve myself
I always maintain my timings in studying. I find it attractive to use the digital library because it gives me different authors writing (Jacobs, 2014). So, I can improve my writing skills and also increases my knowledge of vocabulary. I also gather knowledge about different techniques of writing which can be a good reflection on my learning.so it depends on how efficiently I am using any source is more important than how long I have been using it.
[bookmark: _Toc110868269]Public speaking and giving presentations
Any kind of learning requires public speaking and presentation-giving skills. These 2 are more important in communicating with people. Because without engaging with people learning is impossible. Those who are introverted type people have less opportunity than those who are expressive in thoughts. So, giving presentations in classes will eliminate the fear of public speaking. It will take time but it will surely make a progress in the long run.
[bookmark: _Toc110868270]Public speaking and presentation in the development of learning
I always give a public speech in my style because acting like anyone else’s style will be difficult to maintain. I always practice speech so that I can improvise my thinking. Speaking tone and speed is also an important part. Then fillers should be avoided to make a speech more formal. I always try to speaking seeing the audience’s faces because it will give them a vision of my topic. I have learned all these things from my experiences. Presentation is also public speaking. I do not stop when I make a mistake in speaking because it will break the flow and distract the audience. It is always better to make a note before giving a presentation (Varlejs and Walton, 2012). A note will help in remembering the topics that I want to talk about. Sometimes giving a pause on a long topic is advisable because it will be monotonous for the public. My learning gets updated because for public speaking I read many books, journals, and topics. I also use online platforms for searching for new possibilities. It makes me updated with the technology also. It develops my skills in making presentations by using different structures for different topics. Already learned my basics from my institution but self-development depends on myself. The more I work on these things the more I learn every day.
[bookmark: _Toc110868271]How I evaluate this process
I evaluate every single day because my progress is in my hand and my teachers give me feedback if I’m doing it right. some feedback is useful for my personal development. After negative feedback, I make a note on how I can improve myself on this topic. Then I apply this to my next work. I write down my weaknesses also while making a note so that I can remember exactly which topic I need to be creative on. I always prepare myself for the questions and answers part equally (Lazorenko and Brynchak, 2018). getting questions from people educates me if I do not know the topics and then I apply this to my next speech.so every step is equally important for learning.



[bookmark: _Toc110868272]Conclusion
After all the discussion above I can say that every topic is correlated to each other. Because without one of them it will be difficult to learn the other processes. If I don’t manage my time then will not be able to handle my other things (Jacobs, 2014). But it is advisable to do a thing at once than doing all things together. academic writing and the use of the library also correlated with each other. Public speaking plays an important role in the development of all the skills as a student. Patience is a must to fulfil all these requirements.
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