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INTRODUCTION
This was the first module for me in the university and I found it very interesting and helpful in the work place because we have discussed many topics that I believe everyone will need them to improve himself . 
In this module we discussed about 10 different  topics the topics are : 
1. Time Management
2. Academic Writing
3. Paraphrasing
4. Summarising
5. Referencing
6. Reflection
7. CV Writing
8. Cover Letter Writing
9. Public Speaking and Giving Presentations
10. Online Learning Experience
I believe all these topics are all important but I was attracted by 4 specific topics that I think they will me more helpful for me in my future career , and these topics are :
1. Time Management
2. CV Writing
3. Public Speaking and Giving Presentations
4. Reflection


Time Management
Time management is a process in which we plan or organize our daily or weekly activities , time management can make anyone’s life more easier because it will help you divide your time on the specific activities you have to do which will save for you a lot of time and effort and will help you to get better results .
My experience in time management :
The first time I heard the word Time Management was in the primary school and it was a free class , so a new teacher entered the class to talk about a topic witch was Time Management .
At first i was very confused because i was very young and i did not fully understand the topic until the teacher started to talk about her own experiences with time management and how she used time management to make her life easier and to be more successful , so she started to tell us when was the first time she applied time management in her life and it was in the university to manage all the assignments she had to do , and after one week she was very surprised by the results as she finished more than half the assignments in a really short time and she did not feel any effort while doing it . 
At the end of the discussion she advised us to start searching about time management to be able to apply it in high school .
The first time I applied time management in my daily life was in high school , I had many problems finishing my homework in time because I had too many subjects and also I didn’t had the right mentality to organize everything I have to do , so after some researches about time management I started to make a plan for everyday ,  this plan included the homework for school and any other assignments , after one month I have noticed a huge difference because I found that I can finish all my homework in a very short time and with less effort and I also found that I have a lot of free time so I decided to take the chance to read more books or to do more researches to improve my knowledge .

CV Writing
What is a CV ?
CV is an official document that include all your qualification and skills for an academic position , a CV should include the Personal Details , Professional Summary about yourself , Education , Work Experience and Skills .
My experience writing a CV :
The first time I heard the word CV was in high school and I was very interested in this topic and I always wanted to know more about it because the teachers told us that the CV is one of the most important thing to get accepted in any position because the first thing the interviewer will ask for is a CV .
At the end of that class the teacher told us to try to do a professional CV to apply for a position in a big international company and told us all the steps we need to make the perfect CV .
I started to do some researches to make it easier for me to write this CV , so the first thing I had to do is to follow all the steps the teacher told us about which are : 
-          Personal Details 
-	Professional Summary 
-	Education 
-	Work Experience 
-	Skills 
In Personal details I inserted my Name , Address , Telephone Number and E-mail address .
In Professional Summary I started to introduce myself and to talk about my weaknesses and point of strength .
Then I talked about my Education and the date of qualification.
In Work Experience I have written all the projects that I have done in high school with all the dates . 
In Skills I have talked about some of my skills for example Computer Skills .


Public Speaking and Giving Presentations
What is meant by public speaking ?
Public Speaking is a process of communicating in front of a group of audiences giving them information’s about a specific topic , public speaking is usually used in Important Events in many different fields for example : Companies , Universities and Different work places . 
My Experience in Public Speaking :  
I did not have much experience in Public Speaking but there were some subjects in high school that make me present in front of the class and I was always getting low marks because I was very shy and always afraid to be judged , also in some of the school projects that we must work in a group I was scared to ask any of my friends about something i do not understand or sharing any of my ideas , so I started to work on this problem . 
After doing some researches I found that to solve this problem i have to follow some steps before any public speaking , for example Preparing what I need to say exactly and try to expect any question I could be asked , so after a short time applying these steps before any public speaking or group working i found that I have made a big progression but the problem was not completely solved as i still need to improve my preparation before any public speaking .

Reflection   
Definition of reflection :
Reflection is a process that allows you to learn in different ways that support your learning in courses and that prepares you to continue your development in to your career .
Reflection is a process that involves analysing your experiences new information reading or hearing or your own skills and practise in order to grow and improve we don't learn simply by having experiences or hearing content it is very possible to do something but never meaningfully learn from it , reflection is the thinking process that takes information and experiences and turns them into meaningful learning .
In academic contexts you are often asked to apply this skill in the context of reflective writing tasks , these assignments may include journaling or papers that integrate your learning and professional practise , reflection in an academic context requires a type of thinking or writing that is different from research papers or reports .

My experience in reflection :
The only type of reflection that I have experienced is reflective thinking which I use when I try to buy something like food , cloth or electronics , and I also use it when I have to take a decision in my life , but I have never experienced the reflective writing .
When the lecturer talked about reflective writing I found it very interesting because it can help me a lot in my academic life as it can help me to improve my way of writing and thinking.
In this module we discussed some different cycles but there is one cycle that took all my attention which is Gibb’s ‘Reflective Cycle’ (1988)

Gibb’s ‘Reflective Cycle’ (1988)
The first three steps of the model focus is on what happened during the experience you are analysing and the second three steps focus on how you can improve your experience for future similar situations , can use the model to evaluation your performance in the workplace but it's also a great tool to use if you are coaching a subordinate or colleague to improve their skill in a particular area .
The first step is description and in this step you simply described what happened be as factual as you can so don't draw any conclusions yet you will do that later so all you're trying to do is set the scene and provide some context so that you get a better understanding of the experience so some questions that can help you here are ask yourself what happened when and where did it happen why were you there what did you do how did people react what happened at the end .
The second stage is feelings so in this step you described feelings you felt during the experience you shouldn't try to judge or evaluate your feelings just simply stage with people so again some questions include things like how did you feel before during and after the experience what do you think others felt during the experience how do you feel thinking about the experience now and how do you think others feel about the experience now .
The third stage is evaluation and in this step we objectively evaluate the experience so here we're trying to determine what went well and what didn't go so well and it's really essential to be honest as honest as possible to get the most out of this process so some questions again that can help you what went well it didn't go so well was the situation resolved afterwards if not why not what positive or negative thing did you contribute and what positive or negative thing did others contribution .
Step four is analysis and in this step you describe what you think might have helped the situation so the aim is to explore the options that might be available to you if you encountered a similar situation again now this step is an excellent opportunity to conduct some research looking at academic models or tools that might have helped you .
Step five is conclusion so now you've analysed the different options available to you it's time in this step to focus and to draw some conclusions so using the information you've collected in your analysis ask yourself what skills tools could help you do better next time can use these skills right now or is it something you need to develop what will you do differently next time if there are negative outcomes last time how can you avoid these happening again and what else could you do to make this a more positive experience for everybody involved .
The final step is number 6 creation action plan and here you're trying to plan based on your conclusions how you position yourself so that you can better handle similar situations next time and it's crucial you commit and take action on your plan so that will change occurs . 
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