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REFLECTIVE REPORT OF 3 TOPICS I LEARNED IN CLASS



1. INTRODUCTION


My initial experience when I started the module was really poor. This happened because my level of English at the time was very limited and I didn't have any of the knowledge that was later explained in class. However, after attending classes I have learnt first of all how to manage my time and organise my studies. Secondly, I have learnt academic writing, which I didn't know before and which I know it will help me in the future to be able to write in a more academic and professional way. Furthermore, I learnt the meaning of reflective thinking and how to make a reflective piece of writing, among other things. 


2. SUMMARY OF 3 TOPICS COVERED IN CLASS

2.1 TIME MANAGEMENT

· WHAT HAVE I LEARNED?

The first thing I learn in Academic and Employability skills was time management which is the process of organizing and planning how to divide your time between specific activities.

Furthermore, I learnt to prioritise my tasks in order of importance and duration, and I have started to use the calendar on my laptop to write down my duties and obligations on a weekly basis. In addition, I learnt that the tasks that require more time and dedication are done first and the other tasks are done later, always taking into account the priority of the tasks. In the classes I also learnt that breaks must be taken in order for my effort to be fully efficient, and also maximising my time and energy from the start will reduce tasks accumulating. Finally, one of the most important aspects of time management, is that I will be able to reduce wasting time on unnecessary things which will allow me to complete all the activities that I need to do during the week.

· HOW USEFUL IS?

Time management is really useful for my present and future because it will help me to control my workday and the possibility to build up my knowledge without compromising my work-life balance. Also, effective time management allow me to complete more in less time, because my attention is focused, and I am not wasting time on distractions (such as social media like Facebook and Instagram). The efficient use of time also reduces my stress, as I cross off items on my to-do lists.

· HOW CAN I IMPROVE?

I will improve by continually preparing and organising my plan on a weekly basis and carrying it out strictly. I also have to eliminate all activities and work that are not essential. Otherwise, I have to set a time limit to complete my tasks, because I spend so much time for realize them.
I can improve my time management tool, by taking more breaks between tasks in order to be more efficient, because I thought that if I rest, I waste time, and I have realised that taking that break time is necessary to perform my tasks in the most effective way possible, and not to saturate myself unnecessarily, because this leads to stress and it is a situation I am still struggling with.
Moreover, I will try to start doing my tasks earlier, so I will have time to correct them if necessary and to hand in the activities early, as this causes me a lot of relaxation. Also, I have to focus just in one thing, and not to do multitask, because now I’m doing so many things, and I learned in class, that the best option is to focus in one and when finish that one you can focus in the second task and present all the works on time will help me a lot to improve my skills.  



2.2 REFLECTIVE WRITING

· WHAT HAVE I LEARNED?

In ACE class, I learnt about reflective writing which is a beneficial tool that allows me to critically think about my personal skills. This self-reflection mode of writing helps me to recognise and identify my skills, strengths, weaknesses, progress and achievements. In this context, I have learnt in class how to write a reflection, which is really good for me because I can understand all the points about what I’m talking about. Also, I will write them in a good way for will not be forgotten, and like this I can remember them.
Moreover, this report exactly is making me understand better all the points, because I have the necessity to take notes, read and understand. Besides, reflecting what I have in my mind about what I have read, and just in this class, I understood the importance of reading, and reflect what I have done before.
Furthermore, I remember when in class we were doing an exercise of two or three paragraphs, to make us understand what a reflective text is, this was really important for me because is a new interest tool to know now, and I can start using it.
Accordingly, I have learned some reflective models but the one I like more is Kolb's model because is based in my experiential learning, which is reviewed, analysed and evaluated systematically in three stages: Introduction, body and conclusion. 

· HOW USEFUL IS?

It is really helpful for my future to write with a more professional vocabulary, and to organise a well-structured piece of writing. Also, it helps me, because I am able to recognize my mistakes and fix them for the future.
In addition, I find it very interesting, as it is helping me a lot in my day to day to incorporate new words and new resources learnt in class, which I find very enriching linguistically as well. Moreover, it was a unique experience, as I had never written a reflective text, but now I know how to do it, and is really helpful.

Furthermore, I really liked the classes because we talk about really interesting topics, and the lecturer sincerely did very well for us to learn, because each student needs a different time to learn, and it is an honour to be able to have teachers dedicated to the education of people who really want to improve in a personal and professional way, and of course to learn.

In summary, Reflective writing it provides me an opportunity to gain further insights from my work through deeper reflection on my experiences, and through further consideration of other perspectives from people and theory we learned in class. In addition, through reflection I have realised that I can deepen my learning from the work I have done.

· HOW CAN I IMPROVE?
I can improve my reflective writing: firstly, reading more about the topics I’m learning about or reading more about what I want to learn and develop. After that, I have to ask others about the way they are doing the things and watch what is going on around me. I need to pay more attention to my emotions, and how I deal with my negative ones. Share my views and experiences with others in my organisation. And finally, I have to learn to value the time spent thinking about the work I am doing and go for it. But I think the most important to learn the reflective writing is to keep trying to do the work, when more times I will do the work, more confident I will be doing a reflective piece of paper.

2.3 ACADEMIC WRITING

· WHAT HAVE I LEARNED?
In Academic and Employability skills I have learned a lot of words that were really difficult for me, but I liked a lot the class when we were learning about that, because the lecturer makes me understand the topics covered so far using the new information that came to me. When the lecturer explained all these new words, it was amazing because it made me understand that in order to make a good piece of paper my level of vocabulary needs to be on a high standard.
Also, I have learned how to make coherent and logical writing. In order to bring together all the points related to the topic, as long as I use evidence to demonstrate the knowledge, I have on it, I will be able to support my knowledge by giving references to where each of the points came from. I have also learned that I have to always do my work using formal language. In short, I have to write a clear, concise and balanced text.
Furthermore, I have learned that I have to do a clear introduction, speaking about the points I’m going to talk about which has led me to improve my writing skills for academic purposes.
· HOW USEFUL IS?

From my point of view, academic writing is very important and useful, to write a text in a formal way, to be able to talk to people in a more official way, and to be able to do substantial writing. Because I think that the more words I can learn, much more things I will be able to say in the best possible way in my future as an entrepreneur.
So, for my academic writing is the most important way to learn how to write a good piece of paper. But is really difficult for me because all I’m learning is new for me because I have never written a piece of paper like right now, so I’m very proud to have this wonderful kind of lecturer I have, that show me and help me in what I need.
On the one hand, what I liked the most is that I learnt a lot in all the classes, and that I notice that I am improving my level of learning, and that I also learnt how to use online to study, because my knowledge was very basic. And on the other hand, what I liked the least is that we can't be physically in class, because it's nice to be together and not seeing each other through a screen. And the experience was difficult, but at the same time it is very useful because all the things I learnt make me self-criticise and evaluate myself, so that in the future, when I finish university, I can show what I have learnt, and I can become the best in my sector.

· HOW CAN I IMPROVE?
I can improve reading that is the most important tool I never have learnt in ACE class. I think I can improve my academic writing studying linking words that can help me a lot to write a properly piece of paper. Also, that is really important, I have to know what I’m going to write before I start writing with minimum three points I’m going to talk about in the introduction. After that I have to progress that writing acquiring a solid understanding of basic grammar, style, and punctuation, so this will make my piece of paper stronger. Moreover, I have to Use the right vocabulary and know the meaning of the words I’m going to write. Also, I must understand the argument and critically analyse the evidence I have obtained in relation to that issue. To conclude I have to know how to write a proper conclusion that supports my research. 

3. CONCLUSION


In summarize, my initial experience when I started the module was really poor, but now after class I know more that I can use in my day-to-day life to improve my writing and speaking skills that will make me more professional and more confident doing any formal piece of paper. Also, the lecturer helps me a lot to understand all the topics covered so far in class and she gave me all the tips I need to improve my academic skills and the most important tools to learn in the best way. It was really difficult for me because my writing skills were not great when I started the course, but now I’m feel more comfortable with the English language and my new knowledge acquired in ACE class. 
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