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Introduction 

As a student at University Trinity Saint David I will write an academic report reflecting my learning about Time Management, Academic Writing, Analytical Thinking and Presentation. I decided to use Gibbs Reflective Cycle (1998) because from my point of view is the most complex and clear. I will reflect by following the six steps: Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan.  


Description 

Time Management is the process of planning and organizing your time between specific activities. There are two useful rules which helps to get advantages of managing the time. First and the most powerful is Pareto’s 80-20 rule which says start to resolve the most difficult task of the day and the second one is Eisenhower method which explains the importance of prioritizing the tasks.  

Last term in class I have learnt about Academic Writing. There are two important structures to follow for a successful academic writing: sentences structure, and paragraph structure. I will explain shortly these two structures. A simple sentence structure consists of subject/verb and complement it is fundamental to follow this structure as it will help to build blocks of a text. A paragraph is a group of sentences describing a topic.

A paragraph is organised in three basics parts: the topic sentences which explain the main idea of the paragraph, supporting sentences is the one which gives details of the main idea and the concluding sentence which summarize the paragraph. However, each paragraph must consist no more than five sentences.


This term in class I have learnt about a very interesting topic which is Analytical Thinking. 
Analytical thinking is the ability to collect and analyse information which it will help to problem- solve and make decisions.  

Presentation is a way of communication that can be used to various speaking situations for example talking to a group, briefing a team or addressing a meeting. 
A presentation requires to be effective by presenting the information carefully and clear. However, it is important to use light colours and size notes must be adapted.


Feelings 
When I first started term 1 at university, I thought that I know a lot of how to manage the time as I am a supervisor and my tasks are to organize and plan. However, when my lecturer started to explain and give us a lot of information about Time Management, I felt like I really need to take notes and start practising few rules and tips because they will help me to improve.

I feel that I really needed to study about Academic Writing as when I started my course at university, I can say that I did not have any knowledge about this skill.
I consider that is very important specially for me as a student because I really have to use it every term to write my assessments.
 
I feel very happy that I have learnt about analytical thinking this term at university as honestly, I did not have any knowledge about it and how important it is. However, based on my research until now I am pretty sure that it will help me a lot to be better thinker and solve problems at work and personal life. 

Learning how to make a presentation this term for me it was something completely new. I can say that I have assisted to many presentations, but I never thought that one day I will be the one giving it, I felt very nervous as it was my first one.

[bookmark: _GoBack]Evaluation 
I would like to say that it was an amazing experience to get more information about Time Management specially because I get to know about the most powerful rule: Pareto’s 80-20  which nowadays I can say I  use it almost every day at work, particularly when I have a busy day. However, I found very useful Eisenhower method as taught me to prioritize my tasks.


Learning about Academic Writing at university it was very helpful specially for me as I get to know what a university expects from me to write as a student. However, gave me the confidence to complete my assessments during the whole year which I think it is very important as every term is based on academic writing.
  
Expanding my knowledge about analytical  thinking this term at university  it was a great experience because I really enjoy when I learn something new specially when I can apply it and it helps me out during my routine at work and also for my personal life. 

I found it challenging this term at university learn and specially give a presentation in front of my class however it was a great experience even if I was nervous. I like challenges and I realized that helped me to gain more self confidence which is very important.

Analysis 
I found very useful studying during Term 1 about Time Management even if I had knowledge about, it helped me to improve a lot being faster and efficient specially when I plan my shift at work.
However, improving my knowledge about Time Management made an impact on my personal life as well.

I would like to say that I apply Pareto’s rule and Eisenhower also out of my workplace. Since I know these two remarkable rules, I can say that my personal life has improved, I know perfectly  how to spend my time by prioritizing my daily tasks and I am surprised that since I do it I have more time for myself to practice my hobbies or just to relax. 


I found very and helpful studying about Academic Writing as when I first start term 1 at university I did not know that much about this skill however after my Lecturer Anita explained in class and doing a lot of reading about this topic it helped me a lot to expand my Knowledge and to write my assessments.  

I was very interested when I first heard my lecturer explaining about paraphrasing. However, she explained that paraphrasing is the key to avoid the risk of plagiarism and there is a way to do it by changing the words of a text without changing the meaning so basically is to understand and explain with my own words.


I found very interesting all the information that I collected about analytical thinking and what I have learnt about it until now.
I would like to share why analytical thinking is that important.
it helps to solve problems more efficiently and to find solution with better efficacies. 


During my investigation about analytical thinking I found two videos in our Moodle which helped me to understand more about it and how to apply it. 
First one is call Analytical Thinking in four steps by The Career Force which says that first at all identify the problem second: determine your approach, third analyse the problem and fourth get the answer. 


The second video when I first started listening, I was quite surprised when I found out about the father of the Japanese industrial revolution Saki chi Toyoda and his analytical thinking technique. 
Saki chi Toyota’s technique is based on asking at least five times Why? To get the root cause of a problem.  

  

Before this class I did not have knowledge about Presentation, watching a very informative video and taking few notes while my lecturer Anita it was explaining how to give a presentation, I was surprised how my knowledge has improved. I believe that the next step to give a successful presentation is to practise at home in front of the mirror which it will help me to focus on my body language and how to express myself in a professional way.


I have watched an interesting video about business presentation and public speaking. Benjamin Ball is a presentation expert and during his video is trying to make us understand the importance of preparing a good presentation by giving few tips. One and the most important is to be natural, to be yourself then you need to know your audience and how to engage them in the first minutes of the presentation by giving information about something that they are interested.


Conclusion 

I consider that after writing about my improvement of Time Management I feel confident of my knowledge.
However, what I could have done is more research about it to discover more rules or tips and start to apply them on my daily tasks. 

Currently I can say that I improved a lot and I am confident in my Academic Writing. 
What I could have done is before I started my first term at university is a research about academic writing and start to practice it as it is important to write a good assessment . 

Based on my research and the videos that I have watched it helped me to understand  what is critical thinking and which steps to follow when I need to apply it however what I could have done is more research about it and start to apply it as soon as I can as is a very helpful skill specially for me as a supervisor .

I consider that after reading and watching few videos about presentation my knowledge has improved. I could have done it much better; I believe that my main mistake when I gave my presentation in class is that I was very nervous. However, I realized that I did not practice enough so that may be the reason. 

Action Plan

I am completely sure that if I would start my research about Time Management long time ago my professional and personal life it would have been much easier.
Improving my knowledge about a skill that I use constantly really makes a huge difference on my daily routine.

My action plan for my academic writing is to keep doing more research about it and a lot of practice even if I am on break from university .I will be  trying to improve it  more as it will be the most important skill that I will be using during the next few years at university as I have to write many assessments every term.


I am very interested in developing my analytical thinking as in a future I would like to become an operation manager and I need to develop this skill.  However, my action plan to do it is to find more videos about is as I found them very interesting and I have learnt a lot from them by taking notes.  I will also try to find some books about it to expand my knowledge. 

I need to improve my presentation skill and my action plan for it is to do more research, watch more videos, take notes. 
However, I will make sure that my next presentation it will be much better by practising a lot at home in front of my mirror. I will try to be less nervous which is the hardest part, but I will find out how.




Conclusion 

I found very interesting and helpful what I have been learning during this term at university, especially few new topics that I did not have any knowledge about it, and they are important. For example, analytical thinking and how to give a presentation. This two are very helpful for me specially at work as if I have a good analytical thinking, I will be more efficient solving problems and learning about presentation it helped me to gain self-confidence.
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