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Introduction

During my study in the UNI this year in the first term we have dealt with a group of important topics related to Academic and Employability skills, and that gave us a chance to improve the writing’s quality to be at the required level.
Our lecturer touched on them and helped us to understand these topics easily through his explanation as well as practicing some activities in the class and homework, and that encouraged us to dive into them and thus benefit more by activated them as well on our academic and personal level.
Through the above I will write my report about 3 topics that I chose based on my experience in the class 
1- Time management.
2- Referencing. 
3- Paraphrasing. 
 I will use the Gibbs reflective model to analyse my experience on them. I chose it due to its ease and simplicity in analysing the experience based on its sequence on the level of difficulties and challenges that a person may face, therefore working on analysis of the obstacles and how to find a solution to them and in the and reaching the desired goal in understanding the topic that was under experience.
By using the Gibbs model of reflection to analyse my experience on them, I will discuss these topics and how impacted me and what I gained through this experience to help me in my future action.
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1 Time management 

I always had a challenge in managing my time and set my priorities, and I always searching for the most effective way to get the best results in time management. but unfortunately whenever I tried a method for how to manage my time positively I find myself not benefiting anything  and most of them were not useful which forced me to not try any other method again and to try to rely on my personal experience in analysing everything for what is necessary and that would be wasting my time , until I studied the time management in the first  term in the class it was one of the thing that I would have liked to know about it to help me organize my time well, but I did not expect that I would find it difficult to understand it well ,which led me to frustration and I became worry about how I will understand it  and I thought that I would not be good at using this approach it seemed to me not easy very complicated to apply it in my daily live. 

After I became frustrated with not having a good understanding of the topic of time management and how setting the priorities so I tried to not give up and do research on the internet, listen to the relative videos ,instead of my personal efforts to find out more about this topic and also returning to the lesson and try to learn all aspects surrounding it and work on applying it while organising my time by focusing on the Eisenhower method while addressing the skill of time management, which facilitates the process of understanding in a simple way by setting the priorities and urgency and thus it becomes easy to apply on the ground unlike what I was afraid of that I will not be able to activate this approach in everyday life because I thought is difficult to apply it but it was more than useful. 
Through my experience in the field of time management , I noticed that this approach is useful it helped me to define the basics and eliminate everything that might waste my time, and more than this I discovered it will be necessary for me as a student in the UNI, it will help me To set the necessary thing and work to implement them according to the urgency  and importance that they should be ,and thus raise the level of amazing results and work on cancellation of everything that can hider the progress and the growth that I aspire to as well.
This time management skill will give me a strong impetus during my university studies, as well as will activate all these experiences in the practical field in the future so that I have a return on work in a way that does not require much efforts.
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This the GIBBS method that I have relied on my experience to organize my time well for better results.
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                                                                                               (The Eisenhower matrix ,2021)
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This is the GIBBS experience in managing time skill.
 
	   Description
Time management experience





	Action plan


Through my study in the UNI I have learnt about
 the time management skill
The experience will help me to define 
	Feeling


Necessary and important things through its urgency and
also, will give me an opportunity to activate this experience
In my future work.                                                               
 this experience I was very
 worry and could not understand all the details
	Conclusion


in time management so I felt frustrate
and though am not be able to use it in the future.
After done research about time management 
And returned to my lesson I realized that the Eisenhower
Method will help me in managing my time easier and better.
	    Evaluation




    I returned to my lesson to understand the time
 management skill well by using. Eisenhower method 
to analyse my experience in organising time.                                



	Analysis



My past experience in managing my time
 made me worry and hesitate to not try different method.
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2 Referencing 

During my study in my country I have used it in my reports, but I was always found it difficult to write it down well and this matter was exhausting me and diminishing the quality of the work that I did. So, during my study this year in UNI first term we learned about references in different way that I never try it before therefore I found it difficult to understand the amount of information related to the references and especially when there is a diversity of sources like journals articles, newspaper articles, online articles, books and many other sources increased my anxiety more than this the lecturer explained to us about the serious consequence of getting “zero” in the marks if we did not include the references in our reports and that was the last thing I expected which added more pressure to me, and seemed to me the Harvard guide is very complicated, but even though I tried to listen to the lecturer and write down all the important points but suddenly the internet was cut off for a while ,when I came back, I found that I had missed  a lot of important information and thus my thinking was distracted and I lost my focus.

 After all of the above tension and worry of not having  insufficient knowledge and good understanding of writing down the sources , I decided to remove that tension and use what I have written down and rely on the  Harvard guide  as well as done some exercises that the lecturer had given us for more practice so that I can activate that in my future research, after that I started to understand the reference skill and became more clear, and those concerns began to disappear little by little in an easy way , and I became more flexible in dealing with various sources, by writing down a citation  inside the report and also a full information about the source at the end of the report in refence list to chow the reader from where I took my information, and that give him the opportunity to check the source if he wants to more credibility .

Through my experience in the topic of writing refences I benefited a lot from the information that the lecturer gave us which enables me to record references in an academic way by using credibility in transmitting information which in other words enables the reader to search and find it and this information represents title, name of the author , the publisher, the place of publisher, the place  of publisher ) all of this must be provided by the research in referring to the source within the report in a brief form, as well as providing the necessary information in detail in the last page.                                       5
All of the above helped me understand most information related to referencing and thus employing what I studied in refences in my report and use this skill as well in the future in my university writing. 


I have used the GIBBS method to reflect my experience in refencing method.
Description


                                               During my study in the UNI I learnt aboutAction plan 

                                               The referencing method in academic written.
the experience helped me inFeeling

 my homework also in my report’s refences.

                                                                                              When I learnt about referencing it
                                                                                          Seemed to me very complicated especially when we have different kind of resourcesConclusion

And that add more worry to me.    
    
  I tried to control my worry by starting reading
The Harvard reference guide   to help me understand 
More about different kind of resources.Evaluation


                                                                            I started to concentrate with the lecturer to 
                                                                             Understand more, but unfortunately my wifi 
                                                                            Went down so I found myself lost I missed a 
                                                                                                   lot.Analysis



                          Lack of knowledge leaded me to worry more about the referencing 
                                                             method to apply it in my work.
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3 Paraphrasing 

During the fourth week we studied about paraphrasing a paragraph but in a way that does not change the original meaning of the idea, and this topic was unfamiliar to me it was the first time I hear about this skill and its goal which lies as stated by the lecturer ,to protect the writer from the legal follow up that ensues.it has the right of the author as well  as giving credibility to the report to rise to the required academic level(How to Paraphrase,2017).
This matter seemed to be easily to apply it, but with the passage of time in the lecturer explanation I discovered that I was confused and I do not have a sufficient tool to do it and that I need to learn this skill to enable me do it while I am preparing for research.

After this confusion and anxiety that occurred to me during the lesson, I decided to switch my effort to learn more about everything that I could need to reach my desired  goal in order to be able to activate an idea from a book and work on finding the key words and terms that would help me to change it to it synonym without changing the original meaning of the idea, and all this required me to train more on this skill through some of the activities that the lecturer provided to us, which had the benefit of significantly improving the level of my writing by finding the main words in the text and working on forming an idea about the topic and writing it without deviating from the scope of meaning in the text   

My experience in the field of paraphrasing was a start in my academic writing it gave me the opportunity to get acquainted with a new skill that will enable me to write my reports in an easy and uncomplicated way, relying on the skill of quotation to support a certain idea so that i can use it in my academic writing, but this quote must be from my own words without changing the meaning of the topic, and that is to preserve the intellectual integrity of the book or article...so that we do not fall into the trap of plagiarism. 
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I have used the GIBBS method to reflect my experience in paraphrasing method.
Description


                                               During my study in the UNI I learnt aboutAction plan 

                                               The paraphrasing method in academic written.
the experience helped me inFeeling

 my homework also in my assignment.

                                                                                  When I learnt about paraphrasing  
                                                                                   I found it very complicated I was                  
                                                                                    not familiar with it and that did  Conclusion

                                                                                            Confuse me more.    
    
  I tried to control my fear by starting practicing
more activities in paraphrasing to help me understand Evaluation

More when I am going to use it in my work.
                                                                                  I started to train in the activities to better 
                                                                              understanding, also to return to the class 
                                                                                           notes to gain a good knowledge in
                                                                                                                paraphrasing
Analysis


                        
                        the fear of falling into the plagiarism led me to work more about the    paraphrasing method to apply it in my work.
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