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Time management:

After I have read  what the team of Mind Tools (2021) has write I understand that managing time means to be organized and always to schedule my daily activities. By not getting in order my thinks to do and not planning them I will affect my progress in most of my activities  witch will bring me waste of time and a lot of stress. If I manage to sort my time correctly the outcome will be  only positivity’s such as ; working less with better effectiveness. I was failing to organize my days because I was planning the hall week or even the hall month. This was causing me a lot of problems such as ; I was always late or having  not enough time to finish what I am doing or failing to spend good quality time with my family. Mind tools (2021)
After starting this program I have find out that there is so many ways to manage my  time ; a lot of useful tips that I can add in many situations and save me a lot of time and  troubles. Using tools like Eisenhower Matrix ; 80 / 20 rule or Eat That Frog Technique have made my days much easier .Eat that frog is pretty simple technique . The main idea is that ; whatever  I have to do I  just need to get the hardest part done in a first please (Eat the ugliest frog). As G. Michaels (2021) suggested ; Don’t wait or look at it for long because you can get disgusted ; just eat it (start the task) and after eating the ugliest frog (hardest task) your day will be much more simple ; you have left only the less ugly frogs to eat (the easiest tasks). After gather all this information at the campus and read a little bit more in details I am finding that no matter what I do ; important bit is to stay focus and to be organized.
Thinking about “eat that frog” technique  remind me for the pareto principle or 80/20 rule witch for me those two ideas are sharing same Princip. The main line of Pareto is that eighty percent of the outcomes are coming from twenty percent of the effort. According to C. Tardi (2020) work ; Joseph Juran apply it for first time in 1940 and he come out with a conclusion that eighty percent of the defects in the productions are from twenty percent of the of the problems in to the manufacturing. Then he focus on the lowering all manufacture issues witch  bring  him positivity’s for the company and also rise the production effectivity. This principle is used often by businesses because it help them focusing and optimizing their results. If I want  to apply this principle in to the real life will not be difficult. Stay on track ; organize your day and be focus. 
So far all this information is helpful but at this point of my learning I have find my self in to a small problem ; how to find out the ugly frog or where are those twenty percent that I need to focus on. To help me find a solution on my problems on help is coming The Eisenhower Matrix.[image: ]Simple and easy ; all I was needed is this small picture. So now I have everything to manage may days. According to the team of EPM (2018) The Eisenhower matrix is a very useful time managing tool that will bring me a lot of benefits such as ; Arrange and prioritize my tasks and I will be able to put them in a perfectly organized “to do” list. In this matrix I  have four boxes ; in the first one are urgent and important things that I need to do on a first place. On the second one are important but not urgent things  that I will have to do it but it is not essential right now. On the third box are urgent but not important tasks that I will do if its possible and in the last forth box are not urgent and not important things that I can just delete from my list. And now I have everything that I need to organize my tasks ;  I learned how to prioritize them and then witch frog to eat first.








Paraphrasing 
At this stage of my learning it is essential to understand why, when and how to paraphrase so I can avoid plagiarism. I think the main idea to learn about paraphrasing at this point of my education  is to have the ability to show my lectures that I  have read what I  have been asked and most important is ; do I understand it. By paraphrase I will show my level of understanding and will be able to prove from where I have learn all those things by using references but for that will talk later on.
As I have read at British council (2021) the easiest way to start paraphrase is by using synonyms ; with this technique is important to find out most essential nouns and verbs in the sentence and simply swap them with similar to meaning words. It is easy for use and also it is helping me to raise my level of English because I have to do small researches when I do not know a word that I can use for a synonym. The other technique that it is easy to use as well is different word form. It was very helpful for me to find out how similar words can be used in a different way in a sentence. Most popular way to do this Is by swop verbs to nouns or the other way; objective to nouns, etc. Like that I able to change the hall structure of the sentence but still I will keep the main idea. The third option that I find to be important is to change word classes witch for me is bit complicate caused of my limited English language but I am getting better and better. I have already an idea how words classes are working from Mrs. Hoffmann but also I am not stopping to read about it. The team of ProWritingAid (2021) is saying that there is four different word classes; verb, noun, adverb and adjective; also there is a fifth class called multiply. This means if we change the context of a sentence you can change a verb to noun, adjective to adverb, etc. However after my limited practice in paraphrasing there is no option to use only one technique ; to minimize the chance of copying  someone work or put myself in plagiarism is to read it two or three times then use multiple paraphrasing technics and I do believe the outcome will be in my favor.


Reflection and reflective writing.
There is many ways to learn; some of us are using all negativities and will take the lessons from them and other one who are taking the positivity’s during their study. The main thing to make reflection works for me is to find witch way will bring me the best results and outcome that will help my progress. Reflection for me is a tool that I can use to find out how I can take all positivity’s from specific practice so can bring me the knowledge that I need. After I have all this information will be easy to add it in future at my workplace or whatever I do. It is a good idea also to look after all difficulties and then  analyze them so after I proceed this information will come out with a conclusion that will give me an ideas why this was difficult and how I can do it better way. HSPC (2021). 
UWTSD and all my lectures helped me to see what the best way to precede information is. Before that I never been asking my self-questions about how I am feeling about it, what I learned or how I can use at work or in the real life. At this point I know what is reflection; but how to write reflectively? Here where is coming my best friend Gibb`s and specially   “Gibb`s reflective cycle”.
Now let see what the team of University of Portsmouth (2021) are saying about the reflective writing; as they pointing in a reflective writing is important to follow seven simple steps. Look at the past and think about what I can improve for better outcome; then precede this information and find the answers for why and what the reason for these results was. I have to remember that whatever I write in a reflective style I still need to use an academic language. Last but not least it is always to bring supporting information such as; from where I have this information or why I come out with this results. After I have this useful information all I need is a model that will give me a line to follow during my writing. 
The University of Edinburgh (2021) website was a very helpful source. 
[image: ]
Here I have found a good example of the Gibb`s reflective cycle witch was designed by Graham Gibbs in late 1980`s ; basically it is a framework with repeating guide that will give me a guide how to think , proceed information , analyze it and  learn from all of my mistakes or successes . In the cycle I have found six steps that I will follow and they are:
· Description
· Feelings
· Evaluation
· Analysis
· Conclusion
· Action plan

As University of Edinburg (2021) stated that Gibb`s come up with this idea for situations that will repeated but the practice is showing that the Gibb`s reflective cycle can be used in single actions too with the same success. 
Thanks to Mrs. Hoffmann I remind myself how to right a journal. From more than a month I am not stopping to write down all of my thoughts or all of mistakes so I can analyze them when I have time and come out with conclusions, solutions or at least to find out why I was doing those mistakes.
By coming to the end of this ease and after all of my researches during this time I feel much more comfortable to sit down grab a piece of paper and write. Before I join UWTSD my writing was a disaster; also I was not having any idea how to do researches or how to reference my sources. Definitely the topic of this module that expire me mostly is reflection; in any aspect such as; reflection, reflective writing or even reflective thinking. By building confidence and knowledge I become much more successful in those 3 months and I do believe will become better and better. So this is where my ease ends. Thank you for the time you spend with us in the classroom and for the time you are spending now to read that. I already know that time is important and also I do understand how to manage it.
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