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[bookmark: _Toc101730579]1.0 – Introduction:

Reflection is a process that can help you comprehend the way you learn, instigate critical thinking, and improve problem-solving; It also can help you on getting the habit of thinking about your events, actions, and consequences (Gillett, A., Hammond, A. and Martala, M., 2009, p.164). 
This is a reflective report made by using the Gibbs’ reflective cycle, which was created in 1988 by Graham Bibbs and provides the ability to learn from experiences (The University of Edinburgh, 2020). The author aims to provide reflections on four topics from the ones that he studied in class, which are: Time management, referencing, academic writing and public speaking.

[bookmark: _Toc101730580]2.0 – Time Management:

[bookmark: _Toc101730581]2.1 - Description:
	
In the first class of our course, there was an introduction to the concept of time management. In this class we were suggested to write our usual daily schedules on a notebook page. There was then an introduction to an Eisenhower method, where we learned about dividing our daily tasks according to their importance level. After that we were asked to look back at our schedules and apply the Eisenhower Method in them. There was also an optional task of reading through chapter 6 of “The Study Skills Handbook” by Stella Cottrell.

[bookmark: _Toc101730582]2.2 - Feelings:
	
By the start of the lesson, I thought I would not learn anything new, but those assumptions were wrong. I felt anxious after putting my daily tasks on paper. There was a sudden realization that my daily tasks were unorganized, and I was spending too much time with unimportant hobbies. But after we were introduced to more time management concepts, I felt relieved and positive about it all, because now my daily tasks were organized by their level of importance, and I had the opportunity to visualize it, so time management mistakes could be minimized.

[bookmark: _Toc101730583]2.3 - Evaluation:

Using the Eisenhower Method was important to evaluate my tasks and helped me in building my schedule, that was shaped to prioritize my studies.  My schedule didn’t work at first, because, as a shift worker, I usually have sudden changes in my work schedule. Also, I realized procrastination was a big problem in my daily life. I then referred to Stella Cottrell’s (2019, p.138) book and found the information I needed to make things work, I decided to apply a daily planner to organize my activities, like it was presented in her book. Regarding my procrastination issue, I found out that Cottrell (2019, p.145) also included advice to manage procrastination, which made me learn simple steps to cope with distractions. The ‘stealth study’ concept worked well. As it consists of studying in small blocks of five to ten minutes of study, you can often go further that period without even noticing it.

[bookmark: _Toc101730584]2.4 - Analysis:

By analysing the entire situation, I realized that my schedule didn’t go well at first because I thought it would be a simple task to do, and this was more time consuming, because I had to spend time in re-planning all my tasks after researching more about the subject. Nevertheless, the exercise given in class was the pillar of my schedule building process, as it allowed me to quickly re-adapt my plans after referring to Cottrell’s book. Understanding about the benefits of time management also added motivation in the task of planning my tasks, as I have found that it can increase productivity and reduce stress (Mind Tools, no date a).

[bookmark: _Toc101730585]2.5 - Conclusion:

By the end of this process, I have learned that I should be more conscious of the activities in my daily life, as well as to never think that something is so easy that it can be done without further instructions and reading about it first. I could have been more effective by doing research and making a more flexible schedule in my first attempt. 

[bookmark: _Toc101730586]2.6 - Action Plan:

On the next time I approach a lesson, I won’t take conclusions about the subject before researching about it. In terms of time management, if there is a need for further improvements in my schedule, I will refer to the literature in the future and will apply methods to manage distractions.

[bookmark: _Toc101730587]3.0 – Referencing:

[bookmark: _Toc101730588]3.1 - Description:
	
The lecture about referencing was taught by a substitute lecturer. Before starting his explanation, he asked for a voluntary to have their presentation draft analysed in front of the class, so he could have an example to start his explanation with. After seeing that nobody wanted to share their work, I reluctantly offered mine for the experiment. He then proceeded to analyse it and saw that the reference page was not appropriate for the university’s standards. After that he showed us the correct way to reference and talked about plagiarism, academic dishonesty, and the importance of referencing.

[bookmark: _Toc101730589]3.2 - Feelings:
	
As a person who doesn’t like getting too much attention towards myself, exposing my assignment to the entire class made me feel desperate, especially because it was in developmental stage, and I knew it would be flawed and incomplete. I quickly regretted sharing my presentation in class and felt I was shaming myself for doing so, but there was nowhere to hide after volunteering to use it as a sample.

[bookmark: _Toc101730590]3.3 - Evaluation:
	
Despite feeling nervous about showing my presentation to the class, I have later realized that it helped the lecturer to make an easier explanation and it also helped the students and myself to understand about the importance of referencing. I later found that it is normal to feel shocked or embarrassed when criticized, and that I should learn how to use positive criticism to develop myself further (Mind Tools, no date b).

[bookmark: _Toc101730591]3.4 - Analysis:

I think the situation didn’t go well at the time because my presentation wasn’t prepared with the proper referencing style from the beginning, as I was still learning I did not understand how to reference properly. But by the end of it, I understood that I should not be ashamed of committing mistakes and that the experience allowed me to correct my assignment before submitting it. I have also learned that referencing is important to support your affirmations and give credits to the people who inspired your ideas (UNSW Sydney, no date).

[bookmark: _Toc101730592]3.5 - Conclusion:
	
From this situation, I have learned that I should pay more attention to referencing and the role it plays in my academic assignments, as well as to avoid being accused of academic dishonesty. The entire situation also could have been better if I had done research on how to reference beforehand, so I would meet the requirements from the beginning of my assessment, instead of leaving it for later.

[bookmark: _Toc101730593]3.6 - Action Plan:
	
From now on, I will start applying the adequate referencing guidelines in my class tasks from the beginning, so it can be done effortlessly, instead of leaving all the references to be formatted afterwards. For that, I’ll make sure I find and read the university documentation on referencing.

[bookmark: _Toc101730594]4.0 – Academic Writing:

[bookmark: _Toc101730595]4.1 - Description:

In a lesson about academic writing, we were instructed to write a few words about a good experience we had in life, and after this task, the lecturer talked about some important aspects of writing academic essays, some aspects like linking words, sentence structure, grammar, and punctuation. After learning about all those topics, the teacher gave suggested us to rewrite our brief text at home, turning it into an academic essay.

[bookmark: _Toc101730596]4.2 - Feelings:

Initially, I felt overwhelmed by the amount of grammar information presented in the class. As a person who likes the creative process of writing over the technical linguistics knowledge, I knew it would not be an easy task to start writing academic essays. On top of that, I felt confused on where I should start practicing improving all aspects of my academic writing skills, and how would I do that in time to finish my assignments by the end of the term. Later that evening, I decided to work on my text and try to turn it into an academic essay, but I couldn’t progress it, so I just ended up frustrated with myself and decided to take a rest.

[bookmark: _Toc101730597]4.3 - Evaluation:

As I did not have previous experience in English academic writing, I failed the task in the first try and ended up with a text I was not satisfied with. Despite of it all going wrong in my first attempt, now I was given the knowledge and the opportunity to practice this skill, which is very important in the academic world.

[bookmark: _Toc101730598]4.4 - Analysis:

I realized that my attempt went wrong because there wasn’t any detailed guidance before attempting to write, and my inexperience with the subject contributed to the failure. I have later found the information that instructed me. According to Stella Cottrell (2019, p.276), writing can be improved, like any other skill, by practicing. Reading through that reminded me of a book I read about learning art, in which the author states that prioritizing quantity over quality can develop skills further by learning with your mistakes, instead of “theorizing about perfection” (2021, Bayles, D. and Orland, T., p. 31).

[bookmark: _Toc101730599]4.5 - Conclusion:

In conclusion, taking a break and researching about the topics made me feel more confident that I can develop my skills and become good at writing, just by practicing it, researching guidance, and learning with my mistakes. I have also learned that I don’t have to be afraid to commit mistakes during my writing. 

[bookmark: _Toc101730600]4.6 - Action Plan:

I decided to include Cottrell’s “seven-step procedure for writing assignments” (2019, p. 282) when dealing with my essays and reports, because it helped me in creating a systematic way to avoid writer’s block by organizing the information that you need to write about beforehand, and relies on writing drafts, which are helpful for brainstorming your ideas for a later review.

[bookmark: _Toc101730601]5.0 – Public Speaking:

[bookmark: _Toc101730602]5.1 – Description:

I had a class presentation at the University of Wales Trinity Saint David London Campus. In the days before the presentation, I have practiced presenting it to friends and family as well as searched for advice across the internet. When I stood in front of the class to present, although I was nervous, I could present all the ideas properly. I started by introducing my goals, then talking about my SWOT analysis and then concluded with my personal development plan.

[bookmark: _Toc101730603]5.2 – Feelings:

While presenting, I felt embarrassed and nervous by all the people in class looking at me. There was also a slight feeling of desperation when I noticed that people were not understanding a lot of what was being said. Nevertheless, it was also noticeable that people were being supportive and patient whenever I needed to make a break to think and recapitulate my speech. I also felt relieved after the presentation ended and the teacher said I did a good job.

[bookmark: _Toc101730604]5.3 – Evaluation:

What went wrong in my presentation was the fact that I forgot to introduce one of the technologies back in the beginning of my presentation, but I had time to introduce it quickly after I was discussing another subject. I also became nervous when presenting and it was not as fluid as I wanted it to be. What went well was that I have prepared myself well and knew about everything that had to be said, so there were no surprises.

[bookmark: _Toc101730605]5.4 – Analysis:

I believe some things went wrong because of my nervousness and the fact that I don’t speak in public often. On the other hand, most things went well because I knew exactly what I was going to talk about and had prepared myself, so I didn’t resort to reading notes or my PowerPoint slides for most of the time. According to North M. (2020), reading while presenting breaks the connection between you and your audience, and by knowing that, I tried making eye contact with people in class as much as possible. She also says that nervousness is normal when speaking in public, which made me feel better. 

[bookmark: _Toc101730606]5.5 – Conclusion:

In conclusion, my presentation went better than expected from myself, but I also learned things that will help me in my future presentations, like simplifying the content so the audience can understand it better. 

[bookmark: _Toc101730607]5.6 – Action Plan:

I decided to start being more mindful of the things that need to be said, so that my PowerPoint presentations could reflect more on the structure of my speaking. I will also try to introduce techniques to reduce my stress, like taking deep breaths, focusing more on the presentation instead of the audience, and to not be fearful of moments of silence (Sawchuk, C., 2017).

[bookmark: _Toc101730608]6.0 – Conclusion:
	
This is where the conclusion will be written after finishing the report.
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