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 I am Using Gibbs’ Reflective Cycle which is structured for leaning from experience to reflect on my learning.  I chose this reflective model because it will help me to learn and plan from things that either went well or didn’t go well and actions to be taken in future to deal with situations. The model covers 6 cyclic stages such as description, feelings, evaluation, analysis, conclusion and action Plan. I am reflecting on Time Management/Organizing study, public speaking and giving presentation, summarizing and online learning.
 Firstly, Time management/ Organizing study: Time management is very momentous element of our life.  According to mind tools.com 2021, Time management is the process of organizing and planning how to divide your time between specific activities. To be honest I have always had a problem of managing my time. When I first started my course, managing my time of learning has always been daunting and does not seem to be possible for me to get things done on time no Mather how hard I tried to prepare beforehand. I had a grim time balancing my academics and in my life   as a mother which is very demanding This created limitation of my daily works, social life and sleeping pattern.   I got quite frustrated each time I realized I couldn’t finish course task needed to be done on time, just couldn't get my hands from balance in my daily life, this resulted to either cancelled important meetings or missed good deals that my business could have benefited from in order to catch up with my studies. Another challenge I faced with online learning is the ability to form healthy habits when completing the work. Instead of completing the tasks within certain time periods and allowing myself to have breaks, I found that I was waiting till the deadline was near and because of that I had sleepless night I became very unwell.
 The thought of this made me felt guilty, stress which motivated me to focus on the time management topic to enables me to learn ways   to manage my time properly across all   the areas of my learning. Looking back on my decision, I felt confident that by the time I finished this course I will be able to divide my time between various activities.
Law Office of S. J. Read 2010 stated that, when it comes to time management, it is important to find a system that works for you. A suitable time management system will reflect your unique personality. Attending time management lectures and leaning about different strategies of managing time such as Daily -To do list, SMART, note taken and taking part in class activities like” Review your use of time” has positively impacted on my time management skills. Attempt to optimise, I set a smart goal for the preliminary stages of the following term. Its enable’s me to planned carefully and achieve the goals set, it also helped me to form an overview when re-reading the notes taking, I am going to use this time management strategies throughout my course so was able to successfully complete my recent assignment on time.
 Secondly, Public speaking and giving presentations. When I first began the course, I realised that a group presentation is necessary. My biggest fear has been speaking publicly or giving presentations. I get anxious and feels under too much pressure to perform well in public. I am particularly not interested to be the centre of attention but back giving a presentation means the whole class including the lecturer plus an examiner will be listening and watching you. Additionally, when it comes to public speaking, I sometimes question whether all my audience would be able to understand the points I am making clearly, as I am aware not everyone would have the same amount of knowledge about the subject as I do. Another fear I had when it comes to public speaking is that my audience may not even be interested in the topic I am talking about and that I might not be delivering the presentation in the most exciting and engaging way and, I might also go over a given period to present to the audience. I remember  during  group  presentations  in class  the lecturer gave each group 15mins to present 25 slide, he will be saying a remaining minutes left  to group, I was worried that I will not be able to finish my   After my first presentation I realised that public speaking gives me an opportunity to showcase my knowledge as well as strengthen my ability to communicate this knowledge effectively to a group of people with varying understanding levels about the topic therefore I see public speaking as an opportunity to challenge my deliverance and empower me to develop my speaking skills which is an attribute that would be highly beneficial to me not only during school presentations but also at the work or example staff meetings, in service training for my staff.  Another way I benefit from public speaking is that it will build my confidence, if done continuously I will feel empowered by coming over my fears previously stated, and I will have improved being able to say exactly what I aim to communicate to others such as my staff, and visitors. 
I learnt types of public speaking and presentation through researching to do my assignment. The most common out of the d types of presentation which its informative, Persuasive, Demonstrative Decision-making presentation, and I am going to master and   use these kills in future. Example of these skills, I must be sure which of this type out of the rests I need to do. Knowing this helped me to point my presentation at the right direction. Other skills like introduction: I will ensure that I use this opportunity to pique the audience interest with an unrivalled and engrossing start.
 Main content: Since I have learnt that main content is the most crucial segment of a presentation, where important points displayed to the audience, I will exhibit noticeably clear points for my audience.
 visual objects: display beautiful design objects in my presentation making it nice and colourful. Designing your slides: At first, I wonder where people design their slides, learning how to be making presentation slides, has given me the confident to make designs for my slides. 
Questions, and Answers: At the end of your presentation, I will allow time for my audience to ask questions. I will practice my presentation checking my body language, keeping eye contact with your audience and ensure the use of appropriate language, practise more, and delivery professionally.
 Thirdly, Summarising: In my 3 years of attending college, I never had to summarising a piece of text, article, passage, or new paper. I learnt summarising in secondary school, which is an exceptionally long time ago, I must say I never enjoy learning English because did not like essays and never understood the concept of summarising. After studying the step-by-step guide of summarising and other tips, it turned out that it is not as difficult as it was for me to summarizes passages or a piece of text. Following the few summarising assignments and task we did in class, my confident grew and I have improved my ability to share my knowledge to others. When I first started the class and the lecturer called names to answer question or provide an answer to a task, he always calls me first, I became anxious when I realised summarizing is one off the topics we will do in class. I did not want him to call me first to be embarrassed, all because of my lack of knowledge about summarization. The lecturer stressed on the importance of understanding tricks and tips of summarising as its one of the important skills to have at a workplace. This motivated me to focused very well on summarising to conquer my fears and now reflecting closely on summary lesson, I will not have a problem on summarizing any text. Acquiring these skills has helped me to summarised incident and accident report properly at work comparing my previous reports to current ones. Also helped me to give prominence to key factors or points of contents of my assignments and passing on an information to others, Such as staff meetings. But I felt that more practice should have been done in class, more summarising activity would have had a great impact on my summarising skill having a robust technique under my belt.
Finally, The Online learning experience: The course piqued my interest solely because it is a weekend learning programme, that means I can care for my children before and after school whiles also working. But because of the coronavirus all teaching and learning took place online. I was so ecstatic because I realised, I didn’t need to travel at all. I get nervous when meeting people for the first time especially at unusual place like campus.  I will ask myself a lot of” what if questions”, it can be as bad as being sick to my stomach. So, to start learning at the comfort of my home knowing my course mates and my lecturers, Imaging my excitement. All the travelling time were put into the learning and saved travelling fare towards other things. The fact that I could join the class anywhere I found myself was brilliant.
However, there were several challenges that made it difficult to study at home. The most challenging ones I experienced are:
-Technical Difficulties low internet signal, I remember during my group presentation, I lost internet connection in the middle of my presentation, and it became very unstable which made me so frustrated but managed to finish it. Some days I found it very difficult to hear the lecturer, to   contribute and or to take note due to bad internet connection. Communication between group member to discuss and share ideas of our group work was a bit struggle, obviously face to face is an ideal for a group activity.
- Distraction from family and friends also had a huge impact. On one of my presentation’s days towards the end whiles talking my little boy came to hug me from the back telling me how desperate he needs one. Other members of the family talking to me and noise at the background all distracted me to focus. Even isolating myself and locking up sometimes does not help.
-Support from the institution delays, it’s either you do not receive a reply to your emails or get it too late. I had a problem will my team’s account on my phone and it was 30mins to log on to class, I contacted IT department and I couldn’t get help straight away I had to wait until   2 days. I could not join the class on that very day which cost me on my attendance records.
Lack of Control and Discipline: I struggled to control myself by going on my phone checking what is on social media, text messages and phone calls, going away from my computer. 
Health problems: too much exposure of computer light to my eyes. Suffered from back injure due to poor sitting posture and burning down to work on the computer.

I was unable to grasp the concept taught from the start, struggling to find course work. The whole hub was confusing, difficult to find documents and resources. That consumed a lot of my study time which leads to me falling behind time of submitting my assignment.  According to Stephanie Riegg Cellini August 2021, Online education lowered a student’s final grade by about 0.2 standard deviation. 
In order to minimise these challenges or eliminate them, I planned and prepared my learning weekly lessons wrote down SMART goals, my environment to avoid distractions, set time to read and reached a lot about a topic discussed in class to understand it fully which will help complete assignment on time. Take enough rest in between learning.
In conclusion, I really enjoy learning process. I have gain great skills and knowledge that I was lucking before which will help me to go extra mile at my workplace to achieve all my objectives.
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