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1.
Introduction

In this report, I will be talking about my learning process in time management, analytical thinking, and public speaking by using Kolb's model of reflection for each topic which consists of 4 different phases that are reflective observation, abstract conceptualisation, active experimentation, and concrete experience.
Although there is no starting point in Kolb’s learning cycle, and he believes that an individual must go through all four, my process of learning is by observing first.
Therefore, I begin with the reflective observation that is reflecting on the experience by watching and reviewing them, after I apply abstract conceptualisation which is learning from the experience by analysing and creating meaning from it, next we have active experimentation which is trying out what you have learned using preparation and planning and the following is concrete experience, having an experience by putting in action.
I’m very glad that I found this model of reflection as I found it very useful and was exactly what I needed although I was using it instinctively but not in full potential. To get a clear view of the subjects, I consulted experts such Charles Duhigg, Brian Tracy, Carol S. Dweck to engage their knowledge on the matter. 
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2. Time management
Time is our most precious resources, and we need to use the most out of it, if not you just wasting time, your life’s time. Before I used to think I was good at time management but didn’t have control over it but now I feel that I have more control over my life just because I learnt how to manage my time and that makes me feel less stressed and happier.

2.1 Reflective Observation
When I had our lesson on time management I was surprised and didn’t believe that tools like to-do lists or diaries would have a huge impact on using my time efficiently. Even a tidy workspace plays an important role. But what captured my attention was the Eisenhower method, which prioritizes tasks by importance and urgency. There is so many methods and techniques to help you out but still people choose procrastination over actions.

2.2 Abstract Conceptualisation
So, to find out more about this topic I decided to read a book recommended by our teacher called Eat that Frog! by Brian Tracy in there the author talks about doing the hardest work at the beginning of the day as a daily habit, what he calls frog, to stop procrastination.
While reading, I came across a rule called the 80/20 rule also known as the Pareto principle, this rule states that 20% of your tasks account for 80%of the results. This means if you got ten tasks, two of those tasks will contribute more than the others and is on those two that you need to focus your attention on.

2.3 Active Experimentation
After I do my research, it was time to start planning, so I had done weekly and daily, to-do lists and routines simultaneously using the 80/20 rule to be able to choose the tasks that would contribute the most. As well as journals, to keep track of what I have accomplished for the day, what I need to accomplish and what have I learned. Even though I could do the most important tasks for me, I couldn’t leave the urgent ones pass by, so I adopted the Eisenhower matrix too. I was exciting to know what kind of benefits this method would bring.

2.4 Concrete Experience
Over the weeks, I noticed I was not rushing anymore. With my environment tidy, I could find something in a short period of space, my to-do lists allowed me to be always ahead of what I had to do and never being distracted because I knew exactly what I had to do. The Eisenhower method is a great help when I don’t know what tasks I should do first, but when you know what is more important and more urgent, the choice is made easier.

3. Analytical thinking
Before joined the lesson I didn’t have any idea what analytical thinking could be, even less than I had it. Analytical thinking is breaking down complex information into simple ones to comprehend the bigger picture. But even possessing one doesn’t mean I don’t have to improve an existing skill.

3.1 Reflective Observation
During the lesson, I realise that analytical thinking is a problem-solving skill that recognises, analyse, and connect the information to find a good conclusion. I use this process of thinking when I am playing sudoku and chess which I used to do just for fun until now. Improving this skill will make me a better communicator and thinker and the simplest way you can do it is by reading about a new topic you have interest on.

3.2 Abstract Conceptualisation
Charles Duhigg, in one of his works, states “habits are made by three steps: a cue, a routine and a reward.” A cue is something that triggers your brain to do automatically use your habit. Without the reward, you can’t form a habit because your brain wants a pleasuring feeling in return for the action made called routine. So, I decided to exchange my bad habits for good ones, but habits are not something you can change overnight, you need patience and willpower.

3.3 Active Experimentation
My plan to improve analytical thinking was through doing 15 minutes of brain games but this time daily, finish a new book each month all of this is a replacement for my entertainment activity that was listening to music. I am also looking forward trying to join a book club, to train my brain to new challenges and new information. If I force myself in that kind of environment it will trigger the cue and consequently, I will be reading more, and my reward will be a better analytical thinking skill.

3.4 Concrete Experience
So far, I didn’t have the chance to use my skill in a real-life situation, but I believe that when I do it will make a huge difference compared it a few months ago. What I noticed was that I was faster finishing the sudoku and crosswords, which means I’m getting familiar with words, numbers, patterns and how to connect them correctly. Also notice, I could read faster but understanding most of it at the first read, I believe my problem-solving skill is working at a faster rate now.

4. Public speaking
Different from analytical thinking, I always knew what public speaking was but never was good at performing it. I have been trying all over the years to overcome that one weakness that I have and with the advice and information, my teacher and university provided me I think I will be able to improve a step at a time.

4.1 Reflective Observation
I learned that to be a good speaker you need to project your voice, speak clearly at a natural pace, and have good body language. My shyness is a big wall that I need to pass to be able to have the confidence to speak loudly and have big wide hand gestures. And when I start doing it right, I will be able to transfer my ideas to others and even change the worldview of some. “Ideas are the most powerful force shaping human culture” (Anderson C.,2016).

4.2 Abstract Conceptualisation
I started read Mindset to improve the skill and it took me to a discovery that there are two kinds of mindset, fixed mindset, and growth mindset. Fixed Mindset people believe that their intelligence cannot be developed so they avoid challenges, give up early and don’t like to try hard. On the other hand, people with growth mindset embrace challenges, persist setbacks and they know that only with hard work you can master a skill. Even though I am not a good public speaker I always try to overcome the problem when I can and solve it to be a better communicator. I have a growth mindset.

4.3 Active Experimentation
What the book taught me was that shy people worry about being embarrassed in a social situation, and that could cost me new friendships or the development of existing ones. Shy people can have a fixed mindset or a growth mindset and they differ on the way that one’s look at it as a challenge and others just want to avoid the situation. So now I adopted a new approach of asking myself how I can improve my social skills and realise that social interactions are for learning and having fun, and not be the judge.

4.4 Concrete Experience
That little change of mindset played a huge impact on my social interactions. I still an introvert but now when someone talks to me, I am don’t feel nervous as I used to, don’t get blush unnecessarily and that’s all because I am more focused on hearing what people are saying than thinking what I am going to say next. I am very curious to know if I am going to be forever shy or if that feeling someday will faint, in any of the cases I will not allow a feeling mess with my action anymore.

5.
Conclusion 

To conclude my work, I wanted to say I am very glad I joined this course as it helped me improve a lot in a short period of time.
My experience was worthy because each class I could understand or always learn something new that will help me in my professional and personal life.
People need to leave bad habits and old mindsets to grow, or they will never achieve full potential and will live a sad life due to absence of motivation, same routine that makes harm to your body, mind and spirit.
I always been about being better than the day before but didn’t had the information and resources I have today, and from now on my development will have a massive increase because I know which step take next and which step not to take.
Reading is what been having the greatest impact on my learning as I can understand numerous experiences and points of views on a particular matter and compare to mine even not agreeing always, I can keep new information to be use as data on a future problem. 
Willpower plays a major role in the process since people can follow the new routine or new mindset for a few days and after letting it go and never try them again, but what this kind of people don’t understand is that if they can’t change small thing in their life the bigger ones will be difficult or impossible to achieve. 
So, we need to improve in all aspects of life, and I believe following Kolb’s model of reflection it will be easier to breakdown the learning process and master the skill we want in an efficient way.
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