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1.Introduction
In this report I write about our topics in how to make a reflective report based on what we have learn in the Academic and Employability Skills module. Also, it is very important for all of us students how to make a reflection because mostly high qualification jobs must know how to write a proper reflective report. According to (Gibbs, 1988) “To learn, one must do more than simply have an experience. Without thinking back on this experience, its learning potential may be lost or it may be soon forgotten. Generalizations or conceptions can be created from the thoughts and feelings that come from this reflection. Furthermore, generalisations enable the appropriate handling of novel situations.”
To reflect the following topics, I will use the Gibb’s Reflective Cycle to time management, paraphrasing and referencing.
2.Gibb’s Reflective Cycle
According to (Gibbs, 1988) “his ‘organised debriefing’ was developed to aid in experience learning. Although it was created as a cycle of continual development for a recurrent event, it may also be used to reflect on a single encounter. Gibbs' recognition of the significance of feelings in introspection is one of his distinctive qualities. He divides the evaluation between what went well and what didn't. For some practitioner courses, these additional steps make it a helpful model, while others find it overly prescriptive.”
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3.Time Management
3.1 Description
On the first week on our module, we discussed about how to set a proper time management to achieve our own goals in life e.g., which activities to take time, basic time management principles, how to set a SMART goal, SWOT and creating a time log.
3.2 Feelings
Before our module started, I had mixed emotion on that time I felt unmotivated and excited because everyone knows how important time management is. But still people don’t know how to set a proper time management that is why mostly people did not achieve their own dreams or goals in life. In our class that time, I also feel anxious because I am not used or very good in conversation in other races.
3.3 Evaluation
Setting time management can change our own life and help achieving our goals. It really bad for our own goals if we do not set proper time management, it makes our harder to achieve our goals.
3.4 Analysis
In our lives in order to achieve our goals we need to set a proper time management; all rich people have a proper time management on what did they do on their daily lives. A life without a time management has no direction in life and will having hard time to accomplish to their goals. It is very necessary to set your own time management because we cannot proper determine how long our goals to complete.
3.5 Conclusion
The notion of balance is important to time management. Balance and moderation are the most crucial things you can inculcate in your life. You will master time management by putting the strategies, concepts, and practise, giving you more time for your family and personal life.
3.6 Action Plan
I am a person who do not set proper time management, I always doing late important things and do not care about time. I tried to set proper time management and set time alarms to my phone for two weeks, then I found my life a bit better, I did not get late to do my important things and it slowly change my life. My stressful life got better thanks to time management.
4.Paraphrasing
4.1 Description
When you rephrase previously published thoughts and facts while maintaining the original meaning, you are using a paraphrase. When properly cited, it is an acceptable approach to incorporate other people's ideas. In contrast to summaries, which are typically significantly shorter, a paraphrase is typically roughly the same length as the original. It is crucial that the language and sentence structure diverge from the original.
4.2 Feelings
Some people paraphrasing is difficult, on that time I feel so confident but for me doing paraphrasing is quite easy, just change the words using synonyms and even the structure of the sentence is changed as long as the main point of the sentence is the same. Also in this generation, it is so advantage because we can just use a paraphrasing tool. Just copy the sentence to the paraphrasing tool and it will automatically paraphrase the sentence.
4.3 Evaluation
Doing paraphrasing is quite risky because if you do not know the proper paraphrasing from any documents or articles, you might get sue for plagiarism. To avoid this, make sure to put references with sources and put the author’s name.
4.4 Analysis
People may find paraphrasing risky and difficult, but paraphrasing is very important in writing an article, documents, reports. In our lives, most of our knowledge are from the other people, we should respect the people who made their own published writings
4.5 Conclusion
Students will comprehend that paraphrasing is a citation technique that will allow them to enrich their writing and help them develop their arguments and make them more solid by developing academic literacy skills. This is because they will realise that paraphrasing is not a way to gauge their proficiency in English or prevent plagiarism. However, because there isn't a perfect way to teach and learn how to do it, this ability is challenging to learn and much more challenging to teach. The only point on which experts can agree is that developing this talent requires a lot of practises.


4.6 Action Plan
I will try to not to use often the paraphrasing tool in website so that I can practice on my own words to paraphrase using synonyms. I want to improve myself on how to write the proper structure of paraphrasing. 
5.Referencing
5.1 Description
On the 8th week of our module, we learned about how to make a citation, referencing etc. Learning referencing for the first time is not easy, it is really confusing on how the proper structure of referencing. There are so many sources you can get, from books, journals, videos, website etc, all different sources have different structure of references that is why it is confusing. We do not need to memorize the structure, but we need to practice all the time so that we familiarise the structure.
5.2 Feelings
Before the module started, I feel to relaxed because I had some idea how to reference, but after we discussed the module, I learned the specific details on how to properly make a reference. I feel so confused and nervous, in making citation I have no problem it is easy, but on refencing it is complicated for me. All references have different structures that is why I am afraid I will make mistakes because of it.
5.3 Evaluation
I learned that referencing is to avoid plagiarism, it was important good to learn all about the references. If we did not learn how important it is, we might go to jail, the owner of the sources can sue us for plagiarism. The good news is we do not need to memorize the structure of the references, we can use references feature of Microsoft Word it will automatically organize the structure, you only just need to fill up the form from the sources and that is it.
5.4 Analysis
If you make use of another person's work, you must credit the original author or authors. Referencing entails citing your resources. You may credit the work of other authors and researchers in your writing by using citations. Any academic work that incorporates the concepts, language, or findings of other writers must be properly referenced. Referencing is another technique to acknowledge authors from whom you have taken ideas and language.

5.5 Conclusion
I learn how it is very important how to reference, it can also help the authors to recognize their writings and knowledge. Sources are mentioned by listing the authors' names and the date of publication. The list of references or bibliography at the conclusion contains all extra information about the work. Include the page number in your citations when they are used with direct quotations or when they refer to a specific section of a source.
5.6. Action Plan
I will not try to use often the referencing feature of the Microsoft Word. I know some people really want to use it so that they do not want to have hard time of making the structures of sources, but if we completely relying on that feature, we will not learn anything, and we do not get familiarise of the structure.
6. Presentation
6.1. Description
On week 9, we were all doing public speaking and giving presentation about our Dream goals and (SWOT) Strengths, Weaknesses, Opportunities and Threats analysis on that day. Most of us were first timer doing public speaking and giving presentation, everyone was nervous and some of them were so confident in public speaking, but their presentation was needed to improve. 
6.2 Feelings
I feel so nervous on that day because it is one of my weaknesses doing public speaking in front of so many people. It is not easy for me to overcome my weakness on that day that is why I practice a lot for a week before that day happened. Even though I am a bit confident on my own practice, in public speaking was completely different, I forgot some details of my presentation. Also, on that day of presentation I do not have sleep because I have my night shift work on that night, then after my night shift I presented my presentation, I feel so messed up on that time but still I manage to present even though there was lacking.
6.3 Evaluation
Doing these presentations often in front of many people can improve confidence to ourselves, we just need to overcome and improve ourselves to be confident in public speaking. I know some of them feel bad on how they did on presentation, but they should not let down themselves, every first timer had always their own mistakes and people can improve that by just doing it often in public.
6.4 Analysis
If you pay attention about the audiences, they were all same as me, they do not care about how confident other people were on presentation because they were also a newbie. They only think themselves that is why we should not reflect or compare ourselves to others, we also should focus on ourselves to avoid uneasiness. Very few individuals are at ease speaking in front of a crowd. The finest public presenters are those who need to express what they have to say, not necessarily the ones who love it the most.
6.5 Conclusion
I learned on that time, that even though I am nervous and not confident on doing public speaking, when I was in front of audiences, I felt can overcome our weaknesses by thinking of it just as “this is just only a small challenge.” or “this is just a first step.” I fell like motivated on that time when I was in front of audiences. The easiest method to be relatable is to demonstrate to your audience how much you have in common with them rather than brag about how different you are from them.
6.6 Action Plan
To improve myself in public speaking or giving presentations, as an introvert person I need to expose myself in crowded place to get used myself to face in many people. By attended any events you have like you can meet new people and it can improve your conversation skills and boost your confidence as well. 
7. Conclusion
Making reflective report was not an easy job to make, “In order to improve your practise, task, or analysis, reflection entails looking back and reviewing your efforts in light of the pertinent literature in your field.” (Anon., n.d.). To learn, one must do more than simply have an experience. Without reflection, this event can be soon forgotten, or its educational value might be lost.
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