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INTRODUCTION 
The principal aim of this report is to reflect every topic that I have learnt, and how I took advantage of specifics topics to improve my skills. I have tried to use all the knowledge acquired on my diary life. This report will show how I have improved every aspect of my life since I started the course with university of wales trinity saint David.

DESCRIPTION 
As a student of university of wales trinity saint David, I have been asked to write a report which reflects all my learnings of this course. To complete this, I will support myself in topics like time management, Academic Writing and Cover letter and I will gibb`s reflective model to explain and reflect my learning in the best way. 

Topics
Time Management/Academic Writing/Cover letter Writing

Feelings. 
Managing my time has been really stressful since I started the course, because balance my work, university, family and myself is really difficult, and sometimes I felt like I had time for nothing. On the end of the day I just wanted to have more time to do more things, however, when I learnt how important is to manage my time correctly. I start to understand the meaning a difference between planning and prioritising and how important these two things are. I feel really pleased implementing these knowledges in my diary life, because everything has become more organized and I feel like having time for everything. I think that time management was one of the most important lessons in this term and it is an ability that I will use for the rest of my life.
(Macan, Therese H, Shahani, Dipboye, 1990)

Academic writing has been one of the most difficult things for me, because I am basically learning a new language which is English and, when we talk about academic writing in a report, absolutely everything has to be perfect, as a result , you have to be aware of everything, punctuation, sentences, context, words, however, I feel that is something really helpful and necessary for me, because I can use this skill in my studies, in my work, even writing a simple email, and it makes my communication more professional, and I think academic writing is something really important, because, it is a communication method and it is really helpful and professional to have a polite and understandable communication with everyone. Also, I feel that in these days of pandemic, I had to communicate with everyone online and sometimes I felt like my writing was not good enough which made really difficult my studies, for example, sometimes, when I was trying to make a task in class, I used to spend a lot of time writing in a wrong way, or sometimes when I had to make a task in groups my writing could cause problems for my colleagues, because they did not understand me and my ideas were not very clear, it was really difficult to have an online communication, but after learnt this skill with the help of my lecturer, I feel that I have improved a lot and things have become easier. 
(Knight et al, 2020)

I think that cover letter writing is one of the most important things for me, because, it is something that will help me to get called for an interview, and it is something that is as important as my first impression. I feel this because a cover letter is the first thing that a interviewer will see about me, because of this,  I believe that a cover letter is essential for me as a student and as a worker. 

Evaluation. 

What was good implementing these skills in my diary life is that my routine became less stressful, I can manage my time to make more things, like work, study, gym, family, and in the end of the day I am not worried about if I did something or I did not, because managing time has helped me to be more professional and more active. Time management is something that will help me a lot in my future. Also, there are some few bad things which I can improve, for example, I try to use the Eisenhower’s method with everything even when I’m doing simple tasks like clean my room or buy something which I think are not good moments to use that kind of method and sometimes I am use to put things off when I realize my time has flown.

Something good  was the challenge that I faced before implement this skill, because without have the knowledge about this skill I managed to communicate with my lecturers and colleagues, and I made every task with a good level, but after learn this skill, I could realise the important of a good writing, also I could understand the professionalism of a person with a good academic writing and how I can give to know my ideas in a better way and I understood that academic writing can even help me to make important things like a cv, a cover letter or a report with a good structure. 

Cover letter writing is good because, it is a skill that I use since the moment I learnt it, and I will be using in all my future applications for a job, also, it is really useful to know the correct structure of a cover letter, because, I will be able of write a very good cover letter, that will stand up over someone else’s letter which means that I will get more chances to get an interview. Also, it is good to have a  good cover letter  writing, because it is something that helps me to know myself better, this is because in the moment that I am writing a cover letter, I can realise if I am applying for something that I really like and this is really helpful for me, because I am young, I do not have experience applying for a job, but when I take the time to write a cover letter I get more knowledge about myself and think about what I really want.
(Tomaska, 2018)

Analysis

Analysing this, I can see that time management has become really necessary for me, because it makes my routine easier, and makes me more professional, also, I think that I have to use this helpful skill in everything I do, in that way I could develop this skill until the point that it will be easy for me think about a difficult journey without problem, but for this, I have to take this skill very seriously and follow everything I plan to make the skills works. This has been really useful for me because I could understand how important is prioritise all things I have to do, and  difference these things between urgent and important, but also, prioritise things between urgent-important or important-urgent, at the beginning this looked very difficult for, I was really confused, but after learnt the Eisenhower method and use a simple graphic, my life became easier, my routine more organized and less stressful, my results have improved as well, basically I became more efficacy and efficiency.

I can say that academic writing is very difficult for me, however I find academic writing like something that is really important to communicate correctly, and it is something that I can use in every moment, for example, when I am communicating with colleagues, when I have to do an important task for university, writing reports. This has been helpful for me, because, now I am more professional than I used to be, I am able of making very long reports always supporting with a good structure and always remembering all the tips I received on the lesson of academic writing. Also, it has been really important for me, because every time that I am doing a writing, my ideas are clear and I have the opportunity of explaining my idea deeper which could help me to get better results, to be more understandable, to expand my vocabulary, to improve my English, all of these things are very important for me and academic writing is helping me to improve all of them. Academic writing is a skill that I am still developing and implementing in all tasks I have to do, however, it has been really useful for me in all my assignments, even, when I was preparing my PowerPoint presentations, academic writing was useful for me because I could manage to put just the key sentences on my slides to remember everything at the moment I was going to present.

Analysing this, I can say that cover letter writing as a skill is really important for me, because a cover letter will work like my first impression for an interview. Also, I can analyse that I feel really worried about having a good cover letter, like I said before, I am young and I do not have experience, so it is really important for me get an interview and have goods skills that made feel confident in the moment of applying for a job. Another thing that I can analyse is that cover letter writing has helped me to know myself better, it makes me wonder things like “ am I really enjoying this?” or “ am I sure that this is what I want?” and I wonder these specifics things, because when you are writing a cover letter, you have to search information about the company and the job that you are applying for, and for me, this is really important because I am in a moment where I really do not know what I want.

Conclusion 
In conclusion, time management is a helpful skill that has made things easier for me, and I am more professional, also, there are a lot more thing I could have done like create a timetable for every activity or task that I have to do, or think about a better method to manage my time, however, what I have done is a really big step for myself, it is a really big improvement that the course has helped me to make, but I can improve even more implementing this skill even in the most insignificant task.

As a conclusion, I can say that I could do a lot more things taking advantages of academic writing, for example, I can support me on academic writing to write a good cover letter or a good cv, also, I can conclude that, it is a skill which will help me to make my writing more polite and presentable to eyes of someone professional and It is a skill that could make things like a report, cv, cover letter to stand up over someone else which could help me in a future career or in my future assignment, if I use this skill correctly I could use this skill for everything linked with my studies or work, and it will become me professional and a communicable person.

Concluding, I can say that I will use a lot cover letter writing on my future, also, cover letter writing has become really important for me, not just in the moment of applying for a job, it is important because helps me to be sure and feel confident, it helps me to find information about the job which I am applying for and get to know the company and myself better. 

Action Plan
If I would have the opportunity of learning time management again, I would study more methods deeper to feel me more confident and maybe find the perfect method for me and all my diary activities, but I like what I have learnt so far about time management, I feel satisfied with the improvement that these skills have done to me. 

I could had asked more questions on my lesson about academic writing, and maybe, I could had asked for more advice to feel more confident at the moment of doing academic writing, however, I will continue practicing to improve this skill, and I will take advantage of this in everything task that I will have to do 

I would enjoy cover letter writing in the same way, because I know that it is a key skill for my future which can help me to get more opportunities in a interview, I would like to have another lesson about cover letter to understand the structure better, however, I am aware that cover letter writing is essential for me. 

Main Conclusion
My main conclusion after I have written this report is that my most essential skills are the ones which I have written below and I can support myself on these skills to do a lot of things, to get a good job, even to get to know myself better, therefore, these skills have made me think about what I really want, how I would like to spend my time and how I am preparing myself to the future, however, there is still a lot of thing that I need to improve.
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