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Introduction
Many individuals feel that experience is the greatest teacher. This is true, but why do some individuals learn quicker (with the same amount of time invested) with the assistance of experienced, while others hardly comprehend what has to be done? The second sort of person performs the same thing all of the time, therefore, such an event is useless to them. During this course, I learned the art of paraphrasing and summarising, gained time management and academic writing skills and useful tips including The 80/20 Rule or The Eisenhower Method. The purpose of this report is to reflect on my experience using the Gibbs model of reflection.
Gibbs model of reflection
In 1988, Professor Graham Gibbs published his model called Reflective Cycle in the book Learning by Doing. Since then, it has gained popularity and can be used in absolutely any situation where one needs to learn something (Adeani, Febriani and Syafryadin, 2020). The model consists of five steps:
· Description
· Feel
· Evaluation
· Conclusion
· Action
I have learned the method of paraphrasing and summarising during this course, and the process of how it did is described below using the Gibbs model of reflection.
1. Description
According to this model, first, I need to understand the thing I want to learn. In this case, my topic was learning the art of paraphrasing and summarising. Paraphrasing is an intellectual operation that consists of translating into our own words the ideas that another person has expressed orally or in writing in order to replace the information with a more personalized language and achieve a better understanding. The most common when paraphrasing is to replace only some words with synonyms and change the order of some sentences without changing their meaning. The other way to paraphrase is to reconstruct the writing in a more summarized way, but without losing the essence of the information or the original message.
A summary is a short form of a text. The essence of this method of listening is that, in our own words, we summarize the main thoughts of the interlocutor. The summarizing phrase is the speech of the interlocutor in a "curtailed" form, its main idea. A good example of a kind of summarising can serve as scientific journals, in many of which it is customary to give a summary of all the articles published in the issue at the end in the form of abstracts (Aromataris et al., 2015).
2. Feel
Before this situation, I wasn't aware of the main method used for paraphrasing and summarising. In order to develop my understanding of this, I have asked the following questions:
· What did I feel before the learning paraphrasing and summarising?
· What did I feel during learning?
· How do I think other people felt before and during the situation?
· How did I feel after the situation ended?
· What do I think of this situation now?
· What do I think other people think about this situation now?
It is very important to remember that paraphrasing can be useful as a study strategy and for documentary research, but never to adjudicate the ideas of others. In fact, paraphrasing can be considered as an initial step for understanding texts that can later lead us to the analysis and writing of our own material when a group of people discusses the same problem for a long time. In this case, it is necessary from time to time to summarize what has been said, as if completing one part of the conversation and throwing a bridge to the next. Without this kind of utterance, the group can get stuck, discussing petty remarks and forgetting about the essence of the matter.
3. Evaluation
According to the Gibbs model, the third step during learning is the evaluation of your own using some exercise. I have started practicing paraphrasing and summarising using some example text. During the evaluation stage, I came to know the importance of paraphrasing and summarising. . Paraphrasing is especially useful when we are poorly oriented in the subject of conversation. A person who is skilled in this technique can keep up a conversation on any topic for hours, making a very favorable impression on the speaker of a person who knows this area well (after all, our answers are his own thoughts!). Interestingly, paraphrasing, oddly enough, is necessary precisely when the speech of the interlocutor seems understandable to us (in case of confused speech, clarification prisms are more effective) - it does not allow our attention to become dull.





Once we have paraphrased several authors and have made a reflection, we can reach our own conclusions to writing original documents. Paraphrasing can also be used for contextual citations. Using the summarization technique, you can help the interlocutor to clearly formulate his thoughts, present them in a clear form and even develop ideas that he had at the level of guesses and slurred phrases while keeping him feeling that he came to this thought! (Kletzien, 2009). 
4. Action
This is the step where I listed some suggestions in order to make the situation better in the future. It is important to point out that paraphrasing is considered a method of text reduction along with abstracts, synthesis and synoptic tables. Paraphrasing means to say the same idea but in a slightly different way. This technique helps to make sure that we have "deciphered" the words of the interlocutor and move on with the confidence that everything has been understood correctly so far. Most often, summarizing is used in business meetings. The art of a leader leading a planning meeting at which various ways of solving a problem are proposed lies precisely in highlighting the main thing in the statements of the disputing parties. Otherwise, very soon, the meeting will be able to compete with the famous Odessa bazaar. Paraphrasing is an almost universal technique. It can be used in a business conversation, in personal communication, and in a conversation, as they say, "about the weather, about nature”. (Xu et al., 2012).






Time management 
Another thing I am acquainted with because of this course is the Pareto Principle, as known as 80/20 rule, which describes and proves multiple times that a small amount of effort (approximately 20%) is enough to generate around 80% of the results and can be used in different aspects of peoples lives. 
An example of this Is an individual survey comparing two student groups who had a presentation in front of the class as an assessment. Group One focused on researching information and adding details to the slides which impacted in a boring presentation and low interest in the presentation. On the other side Group Two focused more on high-score criteria such as eye contact and vocal tonality. They kept their slides simple, adding only key words to slides concentrating on delivering the information successfully to the auditory. Therefore, applying the 80/20 principle for goal-setting led to higher scores in Group Two, which proves that small number of decisions causes certain amounts of results.
The Eisenhower Method
The Eisenhower Matrix is a task management tool that aids in the organisation and prioritisation of tasks based on their urgency and importance. You'll divide your chores into four boxes using the tool, based on what you'll accomplish first, what you'll schedule for later, what you'll delegate, and what you'll remove.
The first step in getting work done is to make a to-do list. But, when you don't have enough time to do everything in one day, how do you decide what to do first? You can boost your productivity and ensure that your most pressing tasks receive prompt attention by using efficient prioritisation.
Although urgent and significant may appear to be identical words, the distinction between the two is critical when considering the Eisenhower principle. Within the Eisenhower Matrix, distinguishing between urgent and critical tasks will help you determine which tasks you should take on and which ones you should delegate to other team members.





Academic writing
During this course, I also gained knowledge about academic writing and its purposes, as well as some skills needed at workplace and university. Academic writing should be 
· Structured
The reader should easily follow the arguments and/or ideas.
 Coherent (logical progression of ideas)
Cohesive 
Clear focus (understand what is the autor writing and why)
Good planning
· Evidenced
Opinions, arguments should be supported by evidence, which can be citations, statistics, facts, examples ect. It is important for a writer (student or expert) to know how to use reference sources appropriately.
· Critical
The writer have to analyse and evaluate the information before using it,check if is from reliable source. This requires deep knowledge in the topic that is written for.
· Precise
Using the right words is a key skill in academic writing. The language should be clear and precise. That includes the use of subject specific vocabulary.
· Balanced
Arguments should be shown from all sides. An academic writer should show how strong their claims are. Hedges/ boosters are often used for this reason. For example if the author is not sure if something is true or not he may use words like possibly or perhaps. Or if he is confident about the information he may point that this is obviously or clearly true.
· Objective
Special importance is given to the arguments and information more than to the writer. 
Passive
Impersonal structure 
· Formal
Formal is one of the first things that comes to mind when thinking about academic writing. Contractions should be avoided and academic vocabulary should be used. There are academic words and collocations which are used more often than in non-academic language. For example The Academic Word List and Academic Collocation List. 

Conclusion
The next step in this process is the conclusion. In this step, I concluded the certain rules to be followed in order to understand paraphrasing and summarising effectively in the future. Considering paraphrasing, the following are the rules to be followed:
a) General reading of the text to be paraphrased.
b) Underlining of words or phrases that can be changed.
c) Reading of each paragraph and replacement of words and phrases in writing.
d) Reading the paraphrase and comparison with the original text to verify that the central ideas have not been lost.
To summarising, there are also certain things to be remembered. Summarizing is fundamentally different from paraphrasing, the essence of which is the repetition of every thought of the interlocutor, but in your own words, which shows him our attentiveness and understanding. When summarizing, only the main idea stands out from the whole part of the conversation.
Time management is a key skill that should be found in every student or human being who wants to keep control in their life. They can easily start by following The 80/20 Rule or The Eisenhower Method.
Academic writing is helping students and professionals use formal and objective language in the workspace and university. The steps that should be followed for delivering successful information to the auditory are structural, evidenced, critical, precise, balanced, objective and formal.
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