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Introduction 
Reflection is a very important part of the learning process because it helps people learn from experiences and events that happened in the past. It is important for each student to analyse the experiences they are given in class by looking at them critically to find out their strengths and weaknesses. This way, effort can be put into any weak points and the strengths can be used to their fullest.
Reflection is an especially important aspect in the learning environment to complete the learning process through experiences and events that took place in the past. It is essential for each student to analyse experiences that are directed in class by critically analysing them to find out the strengths and weaknesses so that effort can be applied to any weak point and the strengths maximized. In this report, I am going to analyse various topics that were discussed in class, such as time management, paraphrasing, summarizing, and public speaking, to find out the understanding and get to know any challenges and strengths to be capitalized. I will undertake this reflection using Gibbs' reflective cycle, which was born by Graham Gibbs in 1988 to give a basis for gaining knowledge from experiences. It is used to examine the positives and the negatives and then produce an action plan. This model has six phases of reflection, and these are, description, feelings, evaluation, analysis, conclusion, and action plan (Gibbs,1988)
[bookmark: _Toc1004188546][bookmark: _Toc1972550992][bookmark: _Toc352433115][bookmark: _Toc1150875903][bookmark: _Toc603181896][bookmark: _Toc1582872511][bookmark: _Toc17158940][bookmark: _Toc1699502631][bookmark: _Toc576382175][bookmark: _Toc91974983][bookmark: _Toc1178982146][bookmark: _Toc1800120886][bookmark: _Toc110334882]
Reflection on time management
During the class we had for this module, we learned about a variety of topics, including how to manage time. Time management is the process of making the most of the little time you must do a series of activities and events so that you can use more of your time to do other things.

Description of time management
In the first lecture of the module, which was about time management, we learned about things like the principles of time management, what is to be accomplished by spending time and energy, how to manage time every day, how to organise oneself by keeping a calendar and putting papers in order, and how to set SMART goals to get the most out of time management. I must always remember to set aside time for things that are good for my health, like getting enough sleep, eating well, and exercising. I sometimes find that I have time on the weekend or during a layoff to think about going to see my friends and family. I realise that I need to stop wasting time by taking a step that I can do with confidence. Since no one is making me, my
life at colleges and universities consists of planning and keeping an eye on things. I've learned how to use instruments since that time, and I must do it in a good way.
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Feelings about time management 
On the first day I was told how to manage my time. I had too much hope and was excited to learn because I always had a lot of work to do and couldn't finish it by the deadlines. When I                                                      
learned how to manage my time, I was able to keep track of all my tasks in a systematic way, which made me feel relieved because I could do my work.
[bookmark: _Toc110334885][bookmark: _Toc1814301954][bookmark: _Toc621222478][bookmark: _Toc685999104][bookmark: _Toc1445737719][bookmark: _Toc1034891321][bookmark: _Toc2146695946][bookmark: _Toc954017237][bookmark: _Toc527675972][bookmark: _Toc1766327411][bookmark: _Toc1517569388][bookmark: _Toc125119292][bookmark: _Toc1874413328] Evaluation 
When I looked closely at the learning process, I found that Gibbs's reflective model worked well because I had used it before. This made me want to look at it critically as a school learning thing. Everything about reflection on these topics went well, but time management went especially well because I was able to put into practise strategies like making a calendar and work plan using the SMART principle.
[bookmark: _Toc110334886][bookmark: _Toc1400793921][bookmark: _Toc2054021771][bookmark: _Toc445942341][bookmark: _Toc990704551][bookmark: _Toc1497661742][bookmark: _Toc589349598][bookmark: _Toc1660833127][bookmark: _Toc1255386597][bookmark: _Toc66802883][bookmark: _Toc561888911][bookmark: _Toc983526882][bookmark: _Toc587502691]Analysis 
[bookmark: _Toc110334887]Time management has given me enough time to do my own things and stay in shape. I save a lot of time by being organised and systematic with the help of a diary. Mindtools (2019) says that I was able to learn what time management means. This made it easier for me to get more of the same by giving me more free time to do my own things. I also learned how to better manage my time, which has helped me meet my responsibilities on time and given me more time to do my own things. I've learned that it's easy for me to meet deadlines, which is a big step forward in the learning process. This is because I've been using the time management skills I've been learning. This has given me more time to focus on some units that require more time.
Conclusion
Gibbs's model has given me a chance to look at different problems and strengths that became clear as I learned about each topic. Time management is an important skill not only for learning but also for everything else we do in our daily lives, since it affects how we do what we must do. It helps people be skilled and well-organized since using a diary is important for every task that needs to be done in a friendly way.
[bookmark: _Toc110334888][bookmark: _Toc1170985137][bookmark: _Toc1567640981][bookmark: _Toc110926991][bookmark: _Toc441390776][bookmark: _Toc423413454][bookmark: _Toc1850908461][bookmark: _Toc1384253076][bookmark: _Toc1181438071][bookmark: _Toc1443935339][bookmark: _Toc606620171][bookmark: _Toc414862974][bookmark: _Toc506584784]Action plan 
When I was learning about time management, it was hard for me to keep my diary up to date because I often forgot to do so after finishing tasks. So, I need to review the different ways to manage my time so that I can be more careful about keeping my schedule and not lose track 
of the things I need to do. I will also talk to other students whose work I know is good enough for them to help me figure out how they did it.
[bookmark: _Toc80835280][bookmark: _Toc899326615][bookmark: _Toc329270319][bookmark: _Toc438033780][bookmark: _Toc476861339][bookmark: _Toc189021446][bookmark: _Toc351771750][bookmark: _Toc597827579][bookmark: _Toc1892015720][bookmark: _Toc2059952965][bookmark: _Toc723288368][bookmark: _Toc874776425][bookmark: _Toc110334889]                                                           4
Reflection on summarizing
Summary writing was another thing we talked about in this module, so I need to use Gibbs's reflective model to figure out what went wrong and what went right.
[bookmark: _Toc110334890][bookmark: _Toc943892947][bookmark: _Toc504234501][bookmark: _Toc1403710526][bookmark: _Toc1023549172][bookmark: _Toc1911028942][bookmark: _Toc408473951][bookmark: _Toc502246023][bookmark: _Toc1395014121][bookmark: _Toc1617180128][bookmark: _Toc658337251][bookmark: _Toc1659647103][bookmark: _Toc244170305]Description 
We also talked about writing summaries, which was one of the interesting things we talked about. It taught us how to be clear with our ideas when we write to other people. They should be clear to people who haven't read the original document, have good paragraph structures, follow the same order as the original document, include citations when needed, and not show 
personal opinions. To describe well, I must use several methods, such as figuring out the most important things to say, putting them in a logical order, and briefly linking the main ideas. I've also learned what makes a good summary document, such as the need for it to be clear so that it can be understood, being well-written, avoiding including personal opinions, and always following the same logic as the source quote.
[bookmark: _Toc110334891]Feelings
Also, when I first learned how to write a summary, it was fun because I could sum up the lesson by taking short notes. Summary writing was only for smart students who were quick to understand things, so I didn't think it helped me that much.
[bookmark: _Toc110334892][bookmark: _Toc622819033][bookmark: _Toc1773701497][bookmark: _Toc1988772493][bookmark: _Toc849249774][bookmark: _Toc2122192008][bookmark: _Toc591106531][bookmark: _Toc766615135][bookmark: _Toc1874351483][bookmark: _Toc1694005111][bookmark: _Toc1005871699][bookmark: _Toc103636705][bookmark: _Toc1923255013]Evaluation 
I also found it easier to use when writing summaries, especially when teaching, when you can't write down everything that is being said. I had to do more research, so it was important for me to know how to write summaries.
[bookmark: _Toc110334893][bookmark: _Toc622821257][bookmark: _Toc1976570800][bookmark: _Toc1646359057][bookmark: _Toc1519217081][bookmark: _Toc1878077379][bookmark: _Toc1980545441][bookmark: _Toc167773820][bookmark: _Toc246192644][bookmark: _Toc214075485][bookmark: _Toc1997442534][bookmark: _Toc743059709][bookmark: _Toc578761508]Analysis 
Learning about the different topics in this module has helped me understand and be more skilled in the learning environment. This has made me think a lot about my past and how I can make my future better. Based on Bailey's book, "Summary Writing," I was able to learn about the different stages of summary writing (2015). I think it's important to give credit to authors or sources of information because it helps the reader learn more and makes it clear that the information belongs to someone else, which helps prevent plagiarism. Summary writing has helped me in the classroom because I take notes on them so I can do more research.
[bookmark: _Toc372823121][bookmark: _Toc1777517869][bookmark: _Toc124506491][bookmark: _Toc718986279][bookmark: _Toc900048548][bookmark: _Toc234580309][bookmark: _Toc748711500][bookmark: _Toc426348527][bookmark: _Toc41104948][bookmark: _Toc1494901397][bookmark: _Toc1667415352][bookmark: _Toc1484607656][bookmark: _Toc110334894]Conclusion
In short, I've enjoyed learning about all the different things this module has to offer. Reflection has helped me get a clear picture of things I've learned in class, like how to write a summary. Summary writing is what will help each learner achieve their goals because they will be able to use short summary notes to help them study and improve their knowledge skills.
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[bookmark: _Toc110334895][bookmark: _Toc1572287073][bookmark: _Toc1027724144][bookmark: _Toc517786245][bookmark: _Toc1336217960][bookmark: _Toc548463253][bookmark: _Toc1803143116][bookmark: _Toc146740153][bookmark: _Toc770947043][bookmark: _Toc289819977][bookmark: _Toc1604458151][bookmark: _Toc1186914620][bookmark: _Toc590631629]Action plan 
One of my biggest problems with summarising was that I didn't cite the sources of the information I used because I didn't think it was important. However, when I wanted to do more research, I found it hard to find the right sources, so I always put citations and 
references in my summaries. This will make it easier for me to find the things I need and save me time.
[bookmark: _Toc1518375574][bookmark: _Toc1471385453][bookmark: _Toc949034275][bookmark: _Toc1038435320][bookmark: _Toc468144482][bookmark: _Toc1947896728][bookmark: _Toc1931568851][bookmark: _Toc1545429203][bookmark: _Toc391571511][bookmark: _Toc664411057][bookmark: _Toc532404002][bookmark: _Toc1355768470][bookmark: _Toc110334896]Reflection on paraphrasing
Paraphrasing is putting someone else's thoughts and ideas into your own words while keeping the message (UEfAP, 2019).
[bookmark: _Toc110334897][bookmark: _Toc1546405790][bookmark: _Toc1119604002][bookmark: _Toc312126834][bookmark: _Toc621000925][bookmark: _Toc1451977761][bookmark: _Toc1812052425][bookmark: _Toc2053517606][bookmark: _Toc1404689034][bookmark: _Toc290905332][bookmark: _Toc1486792994][bookmark: _Toc260450742][bookmark: _Toc1301181926]Description 
The other thing I learned was how to paraphrase. We learned how to say the same thing in different ways, such as by using synonyms, changing the word class, and changing the order of the words. I learned different ways to rewrite something that helped me keep the original idea, change the structure, make sure there were no grammatical mistakes, and use correct spelling.
[bookmark: _Toc700587902][bookmark: _Toc1201892188][bookmark: _Toc1566344889][bookmark: _Toc1739064244][bookmark: _Toc1645453821][bookmark: _Toc1927614174][bookmark: _Toc1248711889][bookmark: _Toc881373889][bookmark: _Toc1947921450][bookmark: _Toc814056630][bookmark: _Toc719607576][bookmark: _Toc363601420][bookmark: _Toc110334898]Feelings and thoughts
When we moved on to learning about paraphrasing, I was a little confused because it seemed a lot like writing a summary, but once I understood all the concepts, I was able to tell them apart. This made it easier for me, and the topic was easy for me to understand and write about.
[bookmark: _Toc1281681625][bookmark: _Toc1637400006][bookmark: _Toc1312035950][bookmark: _Toc374825938][bookmark: _Toc1010105667][bookmark: _Toc981287723][bookmark: _Toc19718946][bookmark: _Toc1910002595][bookmark: _Toc1594950852][bookmark: _Toc332168935][bookmark: _Toc1809268814][bookmark: _Toc1265226447][bookmark: _Toc110334899] Evaluation 
Paraphrasing was a very important topic because it helped me improve my language skills because I had to know a lot about grammar. After thinking about it, I realised I had mastered all the concepts I needed to know. So, I could read ideas on my own and write on my own.
[bookmark: _Toc110334900][bookmark: _Toc1847595440][bookmark: _Toc1281874516][bookmark: _Toc332845130][bookmark: _Toc1996168291][bookmark: _Toc1841592844][bookmark: _Toc836513762][bookmark: _Toc40461388][bookmark: _Toc2102463276][bookmark: _Toc1426100796][bookmark: _Toc1279647910][bookmark: _Toc68502531][bookmark: _Toc530752673]Analysis 
The idea of paraphrasing is an important one that has helped me learn new words and expand my vocabulary. This has led me to do more research and learn new words. It is important to paraphrase to make complicated words easier to understand for the average person. Paraphrasing is an important skill because it lets a learner show that they understand a topic by explaining it in their own words. This means that a student could use paraphrasing to show the teacher that he or she gets the main point of the new information. Students can also improve their grammar and vocabulary by using phrases. I learned how to rewrite information while keeping the main idea in mind, so it doesn't get lost. I found it helpful when making my own notes from different scholars and following the rules, like not making spelling mistakes and focusing on the structure and grammar (UEfAP, 2019).
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[bookmark: _Toc379444275][bookmark: _Toc1549752403][bookmark: _Toc1708089075][bookmark: _Toc1625420377][bookmark: _Toc111866195][bookmark: _Toc378029275][bookmark: _Toc217470035][bookmark: _Toc793714226][bookmark: _Toc883206734][bookmark: _Toc991169382][bookmark: _Toc1412479269][bookmark: _Toc896154162][bookmark: _Toc110334902]Conclusion
In conclusion, reflection is an important part of learning because it helps students remember what they've learned and prepares them for their careers because it's mostly based on reality. After classroom instruction, reflection is the last step in the learning process, so it should be used in all institutions of higher education.
Action plan 
When learning about different things, like paraphrasing, there are some weaknesses that need to be addressed so that a better solution can be found for a better future. My vocabulary wasn't very big, so it was hard for me to explain ideas in my own words. I need to read more books to build up my vocabulary so that I can do well in the learning process in the future.
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Reflection on my classroom presentation 
[bookmark: _Toc265316664]
Description

After we learned about the different topics in class, we were told to do research on them and give presentations in class. The presentation was about public speaking, so Power Point slides were used to show what would be said. The presentation had to be done online, so I had to give it to the teacher and the other students by myself. This was the first time I had ever done an online presentation.
[bookmark: _Toc356261355]Feelings
I was so nervous before the presentation because I'd never done an online presentation before. When the presentation started, I realised I hadn't finished some very important parts, which made me mad at myself. Even though I didn't present on the day of the presentation because was running out of time, the unfinished work made me nervous and stressed and made me feel bad about myself. My colleagues helped me finish my task, which put me at ease. I was so nervous during my presentation, but I got through it and my confidence grew.
Evaluation
When I looked back at my speech, I realised that my confidence came from what our lecturer had told us in class about public speaking. Even though I was nervous before my presentation, I tried my best.
Analysis
I had analysed my work, which gave me the confidence to finish my presentation because I had a good understanding of the ideas. I did some research on the topic before the presentation. I also found out that presenting in class requires help from colleagues because some of them may have experience that is useful during presentations. This gave me more confidence during my speech. As a result of the presentation,

                                                                 


 I now know how important it is to prepare for a presentation and finish on time. I've learned that it's easier if you get yourself organised and finish every task before the deadline. I found out that I am good at putting what I learn into action. 
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Action Plan
I have learned from my mistakes so that I won't be as nervous, worried, or unsure before a presentation in the future. I will work on getting better and more organised so that I can achieve my goals. I'll talk to my classmates about how to make sure all the assignments are done on time. I will do more practise presentations so that in the future I can give great ones and do better.


Conclusion
In conclusion, reflection is an important part of learning because it helps students remember what they've learned and prepares them for their careers because it's mostly based on reality. After classroom instruction, reflection is the last step in the learning process and should be used in all colleges and universities.
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