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Introduction
The purpose of this report is to reflect on four different topics that I have studied throughout this module, as well as the outcomes of the learning process. This will be done by using Gibbs’ model of reflection. Gibbs’ model of reflection is a 6-step process to help you reflect and learn from your experiences. The stages are Description, Feelings, Evaluation, Analysis, Conclusion, and Action plan. Each stage is sectioned in a way for anyone to be able to pass their knowledge through and learn from experiences easily.
Description
Time management
I learned a few tools and techniques that are meant to improve my time-managing skills. Some of the tools that were covered are the 80-20 rule and the Eisenhower method. I, also, learned some tips. Together with the class I watched a few videos explaining how to manage time effectively. 
Academic writing
I had a lesson on the topic: Academic writing. I studied how to write academically correct. I learned what a clause structure is and what it consists of. I have learned some tips that are going to improve my academic writing. I watched several videos explaining different parts of English grammar. The teacher, also, taught me about complex sentences and paragraphs.
Paraphrasing
Learning about paraphrasing was productive. I learned what paraphrasing is. I understood the rules behind paraphrasing and learned what I should and should not do when I paraphrase. I, also, practiced paraphrasing myself. I studied some paraphrasing techniques I can use to improve. 
Public speaking and giving presentations
This Thursday I was giving a presentation on the topic my intended career. The purpose of the presentation was to corelate my future career with the skills required for that profession by using the techniques learned in class. My career would be in architecture. I was the first one to present.
Feelings
Time management
At the beginning of the lesson, I thought I was very bad at time-managing. I felt stressed and angry. As I was progressing, I started to think I can improve. I felt happy. At the end of the session, I felt better as I knew that I had learned something and improved myself.
Academic writing
When the lesson started, I felt a bit nervous, as my first language is not English, I thought it would be hard to learn new things about it. Moreover, I felt pressed by the weight of all the information that was being discussed. I thought the lesson was extremely interesting, though. At the end of the lesson, I felt relieved because I understood all of it.
Paraphrasing
At first, I felt interested in the topic, as I liked paraphrasing before. Then I felt motivated to try to paraphrase texts on my own. I felt happy I could paraphrase easily. 
Public speaking and giving presentations
When I started, I felt more stressed than ever because it was my first time presenting at a university. I thought it would be good to start first, if asked. As I was presenting, I felt more confident because the words would just come out of my mouth. At the end I felt amazingly good as it went better than I imagined.
Evaluation
Time management
To list some good things about the experience, I must say that the tools covered in class were very helpful. Another great thing was the SMART criteria, I found it very useful. The 80-20 rule proved to be a must in time-managing. In my opinion, the number of techniques and strategies that were covered in class could be increased, that’s the only thing I would change.
Academic writing
A good thing about the lesson was the variety of information that was covered in a little time. Another good thing, I would say was how helpful the tips were, I could feel that even before starting using them. A thing I would say could be improved is the pace at which the lesson was going, in moments, it was rushing a bit too fast for me to get everything.
Paraphrasing
In my opinion, the best thing about the experience was that there was a lot of practice, and I could feel the improvement. Another majorly helpful thing was the techniques covered as they were a bit different from what I knew before. A thing that could be improved, though, I say would be having some homework to practice. Otherwise, everything was clear and understandable.
Public speaking and giving presentations
In my opinion, the experience was fabulous, a good thing was that it was not as strict as I thought it would be. Another great aspect was the teacher’s understanding and help. The thing I would like to improve is my time management as I had gone a bit over the time limit. Overall, my first university presentation experience was great.
Analysis
Time management
The 80-20 rule is a law which states that top 20% of the things you must do account for 80% of your results. This, basically, means that if I have 10 things to complete in a day, I need to focus only on the most important 2 and complete them beforehand, after I have done it, I will notice I am not stressed anymore, and doing the rest 8 will not be a problem. I used the Eisenhower method to put the tasks I must finish in a day, into an important-urgent diagram, thus setting priorities and fulfilling them respectively, it helped me manage my time a lot more efficiently. The SMART technique increased my time-managing skills by passing my goals through 5 criteria to find out whether they are Specific, Measurable, Achievable, Realistic, and Time-related. This helped me set clear goals and think how I can achieve them. Messed up emails waste time dreadfully, inbox organization can help avoid wasting time and boost communication speed (Toggl, 2022). The website provides additional tricks like “archive emails that might contain some important info but don’t need an immediate answer” or “create actionable labels like URGENT, WAITING, NEEDS ACTION”. These tricks are a must nowadays when emails have replaced paper mailing.
Academic writing
I can say I improved my knowledge of English grammar by learning that a clause structure is a combination of a subject plus a verb. The tips that proved to be extremely helpful were do not use simple sentences in assignments, do not begin a sentence with informal linking words, and avoid contractions. Moving to the paragraph section, I found out that academic writing relies on the fundamental components which are called paragraphs. The reader is assisted to better recognize the topic by effectively organized paragraphs because they divide up the argument into appropriate parts (Bailey, 2013). A paragraph should normally have a topic sentence with the most important information, it should also have supporting sentences that are used to assist the main topic and develop it. The last part of any paragraph is the concluding sentence, its main purpose is to summarise everything that has been stated and give a conclusion. A few tips that aim to improve my academic writing are position has meaning; therefore, the most important information should be at the beginning of the sentence, I should aim for simple words to give my texts a more understandable language, moreover, I should cut the unnecessary words and avoid repeating myself.
Paraphrasing
Paraphrasing, generally, means rewriting a text in your own words. Some techniques to paraphrase better are, using synonyms such as argues-claims, changing the word class from one part of speech to another, changing word order. The rules I must always consider when paraphrasing are I must be grammatically correct, have the correct spelling, have a different structure and retain the original meaning. All of this will help me increase my paraphrasing skills. According to Darr (2019) there are three auxiliary elements to be considered when paraphrasing. The first one is that no common knowledge between the student and original document should be paraphrased. The second is the recognition of the words that cannot be paraphrased because replacing them means losing the main idea. The third is the student must be able to spot the important-enough information to paraphrase in their work. These tips are great for beginners, like me, who only start paraphrasing.
Public speaking and giving presentations
Analysing the situation, I can say that the outcomes of the experience were great, as I learned even more about giving presentations. Because I stayed in the lesson and listened to my classmates presenting, I pointed out some things I did not have, and I could use them in my future presentations. The things like, a dress code matching the chosen career, speaking louder, without filler words, and simply being more confident are essential when speaking in public. Also, on reflection, I should have practiced timing a bit more to be done in less than 5 minutes, I learned this lesson. 
Conclusion (of Gibbs’ model)
Time management
I can I learned how to use many strategies and practiced them to improve my time managing skills. As they are so important for me as a student and a future worker, I know they will help me multiple times throughout this course, and future jobs. 
Academic writing
In conclusion, I must say that academic writing skills are essential for me, in my opinion, I have improved them considerably, these skills will absolutely help me in my future assignments, as well as my future career.
Paraphrasing
I want to point out that continuous practice and learning of rules helped me learn how to paraphrase and understand referencing better. This way I managed to improve myself considerably and enhanced my knowledge.
Public speaking and giving presentations
I consider my public speaking skills improved after this experience. Now, I feel more confident than ever before. I know what to do in the future and I will use everything I learned.
Action Plan
Time management
In order to achieve a better performance in time-management, I plan to use diaries, action logs, lists etc. In addition, I will reduce time wastage by understanding how much time I spend on doing things and realizing how and when things distract me from effectively spent time (Cottrell, 2013). 
Academic writing
To further improve my academic writing skills, I plan on reading about academic writing in books. Also, I will practice writing more, and verify what I have written with a tutor. If I ever come across another situation like this, I will pay more attention to the lecturer, take more notes and ask questions when I do not understand something. 
Paraphrasing
To boost my paraphrasing skills, I plan on reading the texts that are going to be paraphrased multiple times to get to original meaning, hiding the passage and rewriting the main ideas as I would be talking to someone, lastly, I will compare my writing with the original to see whether I got it right (Walden University, 2021).
Public speaking and giving presentations
To perform better in the future, I plan on practicing more, giving more attention to details. I will learn from my mistakes, transform my weaknesses into strengths, and I will never give up.
Conclusion (of the report)
In conclusion I have to say that Gibbs’ model helped so much in sorting my knowledge. Reflection is a tool I used ta carve this knowledge into my mind, and I do not think I will ever forget everything I learned. I will use this in everything I do. As for time management, academic writing, paraphrasing, public speaking and giving presentations I must say that thanks to Gibbs’ model I could really see the importance of these topics, when reflecting I understood how I can use them in my life, to improve it in many aspects. The experience of writing a report was interesting and fun. 
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