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In this work, I am going to write on the following
1. Introduction
2. Time Management
3. Paraphrasing 
4. Academic Writing
5. Smmarising
6. Gibbs Reflective Theory Cycle
7. Kolbbs Experience Learning Learning Theory/Cycle. 






Introduction
Reflection is an intentional movement wherein analysis of individual encounters, practices, abilities, and reactions are completed to improve learning. Intelligent composing is the utilization of hypothetical specifications or successions to survey the encounters we have both in the over a significant time span so as to have a legitimate comprehension about them, gain from them, and set up our psyche to have a superior methodology or activity plan on the off chance that it happens again in future.

According to Gibbs (1988), To learn, having experience is not just enough unless the experience is being reflected upon to ensure one does not forget or lose its learning potentials. What this means is that one must reflect on his experiences so that he/she does not forget them easily or lose its learning potentials. In other words, at aim of reflective writing is for learning purposes.
















Gibbs Reflective Cycle

Gibbs Reflective Cycle is unquestionably one of the generally known models of reflection which can lead one through different levels to make significance out of an encounter.

Abraham Gibbs in 1988 built up the Gibbs Reflective Cycle to give foundation for gaining as a matter of fact and this model has permitted individuals to take in and plan things from the past encounters that either worked out in a good way or went poorly passing by its cyclic nature.  The theory has six stages which are:

1. Description of the experience
2. Feeling and thought about the experience 
3. Evaluation of the experience both good and bad
4. Analysis to make sense of the situation
5. Conclusion about what you learned and what you could have learn
6. Action plan for how you would deal with similar situations in the future or general changes you might find adequate
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Action plan
Feeling




Conclusion
Evaluation



Analysis














Under the depiction of the encounters, Gibbs said that open door for the circumstance can be clarified in detail. Here, you should place into thought what occurred, when and where it occurred, who was available, and the move was made by the individual who was available, and your feelings and conclusions come later.

On feeling and contemplations about what the experience, Gibbs clarified that the musings and emotions one had during the experience and how they have affected the experience can be inspected. By posing pertinent inquiries like your sentiments during and after the circumstance, what were your feelings before and after the circumstance.

On the Evaluation of the experience both great and terrible, Gibbs talked that to get the best out of your appearance, one must be the goal and fair to concentrate on the positive and negative parts of the circumstance whether essential one or something else.

Under the analysis to bode well out of the circumstance, one needs to focus on the subtleties around what occurred in the circumstance so as to make out the significance from it; the regions that worked out in a good way or ineffectively should be distinguished.

The summary of learning and encounters treated, and the progressions drilled down here can improve the result of the activity later on. The activity plan is where one settles on what to do when a similar event happens. Gibbs Reflection cycle has helped me in my scholarly composition. Prior to now, I don't take notes about what befalls me because of my dyslexia yet since I have been presented to Gibbs' intelligent model, I have been aware of my encounters and it has helped me to give a legitimate record of my life. In my work environment, I keep a stock of occasions and how they happen. This has empowered me to stay with precise information on my exercises causing them to depend on my data for every day arranging. Pushing ahead in my future vocation, I will be applying Gibbs reflection cycle in order to get thing done correctly without any mistake that will lead me backwards.










	Personal


I miss my train

                         Feeling                                                                                                            Evaluate
I now wake up on time to prepare
Why do I always miss my train?



                                                                                         
                                                                                                                                                 AnalysisI got myself an alarm clock

What do I do to meet up with time?

                                                                                                                                                                               

I device a means to wake me up

Action plan
                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
                                                                                                                       Conclusion


                                                                                                            
	Professional


My company do not get contracts often


Why is my company not getting contracts?

My company started getting contracts and confident of our client




What do I do to enable my company get contract? 

I now changed the pattern of our business letter

I need to change the pattern of our business letter



Time Management
Truly, there is most likely nothing of the sort as 'time management'. It is not generally something that can be overseen or control (Morgan,2017, p50). Time Management is the way toward drawing formats and cautious control of time spent on movement to expand yield, proficiency, and adequacy. It requires the game plan of activities and requests upon somebody's public activity, family, side interests, work, and intrigue that must be done inside a particular time. There are instruments, procedures, and aptitudes used to oversee time while finishing certain activities, assignments, and objectives that have to do with the date. Time management is fundamentally basic in any venture advancement since it decides the undertaking of fruition time. 

The overall thought process behind the writing of time the board incorporate 

the following:
1.	Creating a situation helpful for the adequacy 
2.	Setting of needs 
3.	The related procedure of decrease of time spent on non-needs 
4.	Implementation of objectives.
Time Management encourages in arranging how to function to comply with up time constraints and targets. It additionally helps in observing the advancement of work to guarantee you are on target to comply with a time constraint. Time management has helped me to consistently design and do my assignment on time to beat the cut off time submission. Outside the lecture, I am part of our parish organizing committee and I devised a project plan so that we can keep on track with planning and on time (see appendix 1). Time management has totally changed me both at home, at work, and in the progress of my professional career.  

Paraphrasing

Paraphrasing is a similar importance can be communicated or summarized from multiple points of view; consequently, recognizing or creating various articulations with a similar significance is crucial to numerous regular language getting errands (Xu et al. 2012, pp2899-2914). Paraphrasing is the utilization of someone else's work or language that is unique in relation to the essayist's own, yet the substance continues as before. At the end of the day, paraphrasing includes the utilization of others' works by rebuilding the dialects of the creator to your own words without changing the essential focuses. It is generally utilized in academic composition or exposition composing by researchers. An effective paraphrasing frequently has diverse language development from the first, has various word usages, keeps a similar point, keeps a few expressions from the first that are in like manner use: for instance, "mechanical insurgency" or "eighteenth century".
Procedures for paraphrasing incorporates: 

1.	Using equivalents to change expressions in a similar sentence 
2.	Changing word structure 
3.	Changing word plans

The essence of paraphrasing in academic writing or essay writing is to make scholars become perfect in the use of other people’s works without copying the exact words used by the original writer and to also, reduce the risks of plagiarism. Paraphrasing helps scholars to perfect their writing skills. If not well used, it can lead to loss of relevant points in the original write up and, it can muddle up information. Paraphrasing has helped me as a student in my academic writing and exercises especially in writing my assignments. I have been able to read and use authors idea in my own words without changing the meaning of the original text and acknowledge the source appropriately. Outside lectures, as part of the reading club, we carry out activities that have to do with research work. This has sharpened my paraphrasing and referencing skills. Paraphrasing is also the key point of this my essay write. I have been able to read and use other persons work without copying them word to word. The knowledge of paraphrasing has helped me in my professional career where I can apply my paraphrasing skills in writing reports.

























Academic Writing

Academic writing can be conveyed or summed up from different perspectives; thusly, perceiving or making different enunciations with a comparable criticalness is significant to various customary dialects getting tasks (Swales and Feak, 2004, vol.1). Academic writing is a genuine composing delivered as a major aspect of academic work. It is a writing that provides details regarding university research, writing created by university understudies, and writing in which researchers break down culture or propose new speculations. Academic writing is a basic errand and ability for graduate students (Scales and Feak, 2007). Writing for distribution is more significant for graduate students in the UK because there is an expanding number of graduate organisations that accept academic distributions as a mandatory rule for graduation. It requires doing to explore and introducing the work in a publishable way. Academic writing is one of the essential employability aptitudes that will make an individual alluring to possible businesses (Bridgestock, 2009).

Academic writing is organized and sponsored up by a proof in an unmistakable and compact way. The reason for existing is to help the readers understanding. It generally has a proper tone and style and does not require the utilization of long sentences and convoluted expressions. 

Highlights of Academic writing are as colleagues. 

1.  Planned and Focused: It responds to the inquiry and exhibits a comprehension of the topic. 
2.  Structured: It is lucid, written in a legitimate request, and unites related focuses and material.
3.  Evidenced: It underpins sentiments and contentions with proof and referenced precisely. 
4.  Formal in tone and style: It utilizes proper language and tenses.

Academic writing has helped me to master the art of writing for publication and my assignments using paraphrasing, summarising, and proper referencing styles. Before I enrolled as a student with University Of Wales Trinity Saint David, I did not know the techniques required in academic writing or essay writing and I could not differentiate between paraphrasing, quoting an author, referencing, this is the part of the reasons I am re-siting the Academic and Employability Skill. However, I know much about academic writing including the skills, tools, and techniques. Outside lectures, I help my Line manager to research and prepare seminar papers for employee security training in our office. This has made them to have confidence in me and I have been attached to work with the Human Resources Department to help in carrying out research for the company. The academic writing skill that I have acquired is a benefit towards my professional career and it has helped me in preparing business letters. 







Summarising

In summarising (abstracting), a gathering of information normally written in a book is diminished in size and substance to its critical centres (Endres, 1994, no213-223). Summarising is diminishing a unique book or entry to a succinct structure. This includes rehashing a full book or entry composed by another person in a decreased structure without losing the key focuses in the first work. Summarising is generally utilized in essay writing or academic writing. It is an adaptable device that is utilized to give dynamic in a basic sentence or definite sentence contingent upon your writing needs. In summarising writing, you guarantee that the importance is clear, and no indispensable point has been forgotten about.

A summary begins with an initial sentence that involves the title of the content, the creator, and the central matter of the content. Typically, a summary is written in your own words yet contains the thoughts of the first content. In summary writing, you are not permitted to place in your own conclusions, translations, thinking, and remarks. Summary writing is generally given to the students who are planning to access a "Higher education" as an assignment where they are approached to pick a few articles or subjects and summarise them to demonstrate to the lecturer that they have read and comprehend the section.

Summary writing is important because it builds the capacity of scholar to read and understand a passage. My knowledge in summary writing has helped me immensely in doing my assignments. Outside lecture, I have been consulted by my family member who I helped in preparing her work presentation using summarising skills. Having this skill will help me in my professional career when giving business presentation in the sense that I will be able to summarise my presentation to make it shorter in other not to make the audience to feel bored. 



















David Kolbs Experiential Learning Theory (ELT). 

The Experiential Learning Theory (ELT) was propounded by David Kolb in 1948. Kolbs experiential learning theory (ELT) gives a top to the bottom model of the learning procedure and it has different realities of grown-up advancement model which unfurls more about how we learn, develop, and grow normally. This theory endeavours to help the primary job that experience plays in the learning procedure. In other words, Kolb's theory is by and large utilized as an experiential learning cycle. 

There are four phases of kolbs cycle which are as per the following. 

1.	Concrete experience 

2.	Reflective perception 

3.	Abstract conceptualisation

4.          Active experimentation

Under the concrete experience, Kolb clarified that the best type of learning is by dynamic investment whereby one must as a person, with a group or association join to do the assigned task. In Kolbs model, no one can efficiently learn by watching or reading about something alone but rather, by taking part in doing a task as an individual, with a team or organisation. For example, problem solving and team games. 

Reflective observation, channels of requests, and correspondences are opened to different individuals from the groups to audit what has been done and experienced. This is usually done by stepping back from a task and taking out time on the job to reflect on the things that have been done so far and analyse the experiences gotten.

Abstract conceptualisation includes a student making correlations between what has been done, reflected upon, or what they know. This according to Kolb entails explaining the events and understanding the relationships between them to make sense of what has happened.  

Active experimentation is the last phase of the learning cycle. This stage involves having clear plans on the most proficient method to complete what has been concentrated to have legitimate comprehension. This will help to refine or revise the way a task is to handled.

Kolbs reflective cycle has helped to sharpen my skills in reflective writing. Before my admission into the University, I did not know what reflection is all about or how to use the process to analyse my experiences to have better understanding about them. But now, I have known how to reflect on my experiences using Kolb reflective cycle during this my first year at the university with the re-sit class we had with our lecturer Mr Afzal Munna. With his way of explanation, it improved my confidence on what to do at every stage of my life experience without problem. I use my knowledge in Kolb reflective knowledge to review
what my subordinates have done and make predictions at work. This skill will help me in my future professional career.   
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Conclusion

Reflection and reflective writing are good academic process and activity for undergraduate students in the higher academic learning. This is because good knowledge in reflective writing exposes the students to other vital aspects needed in academic writing like paraphrasing, summarising, and time management. This is explained in Gibbs reflective cycle and Kolbs  experiental learning cycle where they both envisaged on the need for one to reflect upon his experiences following different stages recommended by them in order to make out something from the experiences and avoid future occurrence of ugly ones. 
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Project plan on youthful activities in my Paris
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