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1. INTRODUCTION

I will like to take the opportunity to express my understanding and knowledge which I received while attending the university of (Wales Trinity Saint David) at Winchester House. Furthermore, I will briefly explain the importance of these 3 topics, which I have learnt while attending the classes on weekends. The topic I will be mentioning on this essay, is the importance of time management, CV writing & Paraphrasing. However, this will be a brief definition of my understanding and knowledge of why it is important to use these topics to my day to day lifestyle and possible to use them towards my work life as well. I personally believe that while learning this from my lecturer who explained each topic in full details and precision, this has allowed me to use this in work life routine and I must say has improved as an individual.
[bookmark: _GoBack]
2. IMPORTANCE OF REFLECTION

The importance of reflection is to self-reflect on your own emotion, feelings, thoughts and action, for example by going back to how you can change your daily routine by making little changes. Everyone who self-reflects takes most of the time thinking where they could’ve improved or how they could make it better by organizing the daily lifestyle. This is a skills, which I was unaware of while attending the weekend classes it allowed me to rethink and express my inner reflection and understand what could’ve been greater and how I would resolve each and every situation which may come my way. This is a prime example, by making sure that I finish my essay and PowerPoint presentation on time. However, to remind myself on submitting the essay and PowerPoint on time and see if there are any changes required so I don’t miss the deadline date. 

2.1 DRISCOLL’S REFLECTION MODEL

Further to my studies we were taught about reflections models and how we can apply them on our assessment or to choose one will use and follow the structure of the framework of reflection. Our lecturer was showing us three different types of reflection model we can use they were Gibb’s reflection cycle, Kolb’s experience learning cycle and Driscoll’s model. As you may be aware while reading my reflective report, I chose the driscoll’s model as it was a safer and easier option, whereas it allows me to express my feelings and emotion properly. For example, the structure of the driscoll’s model just as simple as you think, it starts of as (What, so, what and now what). These are the three steps you must follow to write any sort of essay or assessment. As for myself it was really hard for me to follow the three steps, what I will do from now on is to structure and brainstorm and be well prepared and not do everything last minute.
3. TIME MANAGEMENT

Time management helps you prioritize your tasks so that you ensure you have enough time available to complete every project. The quality of your work increases when you are not rushing to complete it ahead of a fast approaching. The process of organising and planning on how to divide your time with varies types of activity, by doing that it allows you to work smarter. Drawing a to-do list might not seem like a useful technique but is it one of the most skilful way to become more productive. Effective time management allows everyone to complete task easier because their attention is to be focused and avoid time wasting or any sort of distraction.  Good time management requires self-discipline. Self-discipline helps you to deal with procrastination and distraction. Once you have created a work plan with priority tasks, you need to discipline yourself to keep focus on these priorities they are complete.

4. CV Writing

I was very amazed by this topic as it was very interesting, on the last of our first term. Whereas it showed me a bigger picture on why cv writing is essential. This is because cv writing is a personal resume where you will be sending your cv to many employers who are advertising for varies type of job roles. While learning on cv writing, on how to improve and structure your cv properly so it looks nice a simple for an employer to consider your application. So, what I will take from this lesson is to go back restructure my cv and shorten my personal statement, possible try to change a few pointers and bullet points on my work history so it looks more appealing and professional. I will also send my CV to my fellow colleagues to get feedback on how improve or if any spelling grammar needs to be changed.

5. PHARAPHRASING

During this lesson it was very interesting and overwhelming. Even though this was challenging I was able to improve my way of thinking and it helped me to see the bigger picture. I face some difficulties understanding what paraphrasing is until my lecture taught me how to paraphrase in the right way. Paraphrasing is important because it shows you understand the context well enough to write it in your own words. To write academic work successfully you need to read round the subject and organise your idea into a coherent argument. It is very important to reference your sources each time you include an idea or an argument from reading, whether you have summarised the information, quoted it directly or paraphrased it. Effective quotation and use of source materials can show produce, as well as providing opposing views against which you can comment. Anything you cite should clearly support your conclusion.

6. PRESENTATION
On the day of my presentation I felt very proud of myself because I have never spoken in front of so many people, but the way I did it made me realise that I could go far and reach the point I am running for. Even though I did the best I can do I still think that I could’ve done it way better, by making sure by brainstorming getting well prepared. Good presentation skills will help you inform and persuade an audience. Good presentation skills can also help you demonstrate your leadership skills. Imagine if you could create a strong presentation to deliver to your boss or a client-this presentation has the benefit of representing you as well. It is also a good techniques for having a good presentation is to have a slide master is the top slide in a hierarchy of slides that stores information about the theme and slide layouts of a presentation, including the background, colour, fonts, effects, placeholder sizes, and positioning.
7. CONCULSION
The moral of this conclusion is that it has given me an opportunity to study at UWTSD. It helps me to improve my lifestyle and helped me to improve my work life. I will be using it to improve myself to get to where I want to be.
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