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                                               Introduction 


             The assignment reflects on the discussion of some topics and various aspects of life. The project describes literature that has been published related to a definite subject area or issues—reflecting on the knowledge of the students with the help of recognized models of reflection—cribe the importance of time management, summarizing, academic writing and many more.
[bookmark: _Hlk58937634][bookmark: _Toc58072435]           The module aims to provide an outline of personal experience in different fields so that the students can take up their responsibility and learn from the mistakes done by the elders.

                         
               1.   Time management/organizing study

          Management of time in achieving goals and the aims of life is very important. It gives us the satisfaction experienced in everyday life. The research on-time spending is necessary for maintaining the balance that shows the way people select essential and non-essential activities (Cha, 2018). The young age of a person is mainly said to be the school and college life.              
            During this phase of life, decisions need to be taken care regarding the career and future life as the way for being economically independent. 
[bookmark: _Toc58072436]           The decision of life will determine the future of energy. Time management plays a very important role in our life that enables us to gain more knowledge at more speed (Akgül, Yenel and Karaküçük, 2016). 
                              2. Academic writing
            According to Alam, (2020), in today's generation, literacy in our life is necessary as the technology that helps us in daily life cannot be separated from reading. The importance of reading and writing is such that the future of a nation depends on the next generation. In case the age is damaged due to low literacy or writing skill, the end of the country faces risks.
[bookmark: _Toc58072437]             The understanding of writing should be increased so that the writing skills of the students may improve.  
            3.Summarizing
            Summarizing has been in existence since the 1950s. Summarization is necessary for office automation, recovery of information and library science.    
              As per Peyrard, (2018), summarization makes identification of the required information from an origin to make the production of a complete result for a definite task or user. Generally, the various aspects of topics have been proposed in summarization. According to Hammes-Schiffer, (2019), usually a particular theoretical process will not be appropriate for every system, and systematic comparisons of various methods are necessary for determining the procedure that should be used for summarization.  
[bookmark: _Toc58072438]                     4. Referencing
              Referencing is the main section of academic writing that every writer should be friendly. According to Rahman, (2016), referencing makes an author appreciate the dedication of other researchers and writers in work as well as respect the intellectual property rights of the researcher.
            As per Wackenhut, (2018), the research on referencing for finding plagiarism has revealed that in various aspects, it has been noted plagiarism in referencing is an important issue. 
[bookmark: _Toc58072439]            Researchers realized that apart from recognizing plagiarism, it is necessary to improve the skill set of the student so that they can apply and contextualize the context with referencing without plagiarism. 

                                             Gibbs Reflective Model

               Gibbs reflective model was designed to support experiential learning. According to Ahmed, (2019), it was created as a constant cycle of development for frequent experience yet the model can also be used to reflect on personal experience. According to Adeani, et al. (2020), reflective is the kind of writing that makes the writer expresses the literary works.
[image: ]
Figure 1: Gibbs reflective model
[bookmark: _Toc58072440](Source: Influenced by Ahmed, 2019)


                        1.Description
· Time management -The management of time in my life has helped me to set up the works so that the assignments and the outcomes are completed on time.  Effectively managing time helped in becoming more confident, learning effectively as well as becoming more organized. Completing tasks on time can reduce frustration, poor grades and stress.
· Referencing - Referencing has made me appreciate the dedication of different writers and other researchers in my work. Referencing makes us understand the writers from whom the ideas and words have been borrowed. Referencing must be done appropriately so that the sources of information can be correctly found. 
· Summarizing - Summarizing teaches us the way of concluding necessary ideas in a text by avoiding unnecessary information and merging the central idea in a meaningful manner. 
· [bookmark: _Toc58072441]Academic writing - Academic writing taught me the way of essay that usually clarifies the thoughts and writings in our own words; the writing is generally an act of creation
      
   2. Feelings
· Time management - At the beginning of academic life, everyone faces issues on time management, I was also the one who faced such problems. The main issue was dividing the time among my daily work routine, including studying and other everyday jobs. However, with maturity and increasing study loads, life taught me the ways of managing time. 
· Referencing - Referencing is a big factor that matters in writings. Learning referencing styles was a big issue in my life as it made me confused regarding the styles such as Harvard and so on. However, with time and necessity of referencing, the issue of referencing was solved.
· Summarizing -Some students also face problems in summarizing as the writing should be clearly understood, and the necessary factors in the text are clear. Problems in summarizing occur when the text or content is not clear or doubtful to the writer.
· [bookmark: _Toc58072442]Academic writing - A major problem in academic writing is punctuation and especially grammar that some students are confused with and not familiar with the usage of punctuation. Correct academic writing with appropriate use of grammar and punctuation makes the content more scoring.
       3. Evaluation 
          Time management - I evaluated from my workshops and class activities that time management helps in gaining more detailed and planned work. it is highly crucial to adapt the time management skills and knowledge for saving valuable time in all-purpose. As per my evaluation, it was a little difficult for me, to manage time in everything at the very first, but  It was really beneficial for me as a whole. 
Referencing - It is really a good and nice experience as a whole to learn the referencing. As it guides and helps a lot to write and making any projects. At first, it seems a little hard to learn the rules of referencing, but after that, it becomes quite useful and beneficial to us. 
Summarizing - Summarizing is much essential for doing any tasks as it gives us an idea about the entire assignment. However, sometimes it becomes complicated to understand and summarize the entire thing, but it is also an important part of every project. 
[bookmark: _Toc58072443]Academic writing - Academic writing is a purposeful assignment that guides and helps all the students to make their project successfully. Sometimes it becomes difficult to collect all the information in the write-up, but this kind of writing required all the documents related to study material.
         4. Analysis 
Time management - As per the evaluation result, it can be analyzed, that this skill is highly essential and necessary for completing all the work in an organized and ordered manner. It was seemed to be a difficult thing to manage time for every work particularly, but after day by day, it was practiced and I also adapt the knowledge and procedure of managing the time in every situation. 
Referencing - It also plays an important role in making every books or assignment. It helps us to know about the author and the sources, from where we have taken that information regarding the topic. It is very much needed to put the references correctly with every punctuation and year. 
Summarizing - As per my analysis, summarizing is a useful thing to get the idea of every book or project shortly. Summarizing also save time for the readers, who do not want to read the whole book or project. 
[bookmark: _Toc58072444]Academic writing - This type of writing are made mostly for the students or for the researcher for helping them with their required information. As per my perspective, it takes a lot of time to do academic writing, but with the help of all resourceful information, it seems easier to create an academic write up.
                 5. Action Plan 
	Action steps
	Deadline
	Resources
	Results

	Time management
· Scheduling all the work.
· Allotting proper time for each work.
	1 month
	· Workshop
· projects
	· Helps to do more work
· Completed all the work on time
· Save time for entertainment after work

	Referencing
· Collect the references from proper websites 
· Always be careful about the year as time of publishing the resource
	2-3 months
	· projects
· Assignment
· Academic writing
· Writing books
	· Helps to collect more information
· Helps to bring diversity in the assignments.
· Helps to keep a record of every information 

	Summarizing
· Try to write more summary at the last of every project.
· Try to put all key points together and sum up.
	1 month
	· Assignments 
· Projects
· books
	· Helps to get an idea about the entire topic.
· Save time from reading the whole projects or books.


	Academic writing
· Use more information from the resourceful websites
· Try to write more effectively for the academicals purpose
	2 to 5 month
	· Books of a different author
· Online academic assignments


	· Guide many students in their exam
· Helps to make more assignments and projects


Table 1: Action Plan
[bookmark: _Toc58072445](Source: Created by researcher)

                            Strength and Weakness 
                   
                 Weakness and strength are  essential for all tasks, and it has an effective result in all the projects. It can be said that the strength and weakness are the most crucial part of every task. 
	Weakness
	Strength

	· Delaying of the schedules
· Finishing all work on time
· Miss out to put some important work in the schedule
· Laziness
	· Creation of a resourceful project
· Highlight the key points by summarizing them shortly.
· Uses of all the information and theories from references 


Table 2: Strength and Weaknesses
                                             (Source: Created by resercher)                                                  
                                        
                                                         Conclusion

The project is going to help students in getting competence and confidence as a good employee by creating a range of knowledge on employability like time management, presentation skills as well as reflection. The experience of basic study or research methods and knowledge on software is to ensure that the task of Higher Education becomes productive in various ways.   

[bookmark: _Toc58072447]
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