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In this module, the structure of an academic report is about learning essential topics such as time management, organizing study, academic writing, and using the library and gathering information. This topic will be discussed in the reflection model. From the above topics, three topics will be chosen. From the chosen topics the understanding will be discussed and how the learnings will be helpful and useful for me. Taking into consideration what I already knew what I have learned in the sessions and the learnings that I have understood and learned outside of the classroom will be discussed. In that context, the public speaking, and presentations importance will be discussed in a reflection. 
[bookmark: _Toc111134688]Time management 
Time management is about organizing and planning the work we do in our daily life by managing and dividing time. In simple words how we coordinate our tasks and activities in our daily life. The main purpose of time management in my life is to get the work done in less time (Yang et al., 2021). In my life, time management is essential for me which will lead me to get a better future ahead. There was a special class about time management and I understood the value of time in my life. There was some importance of time management which I have learned and understood (Natalia and Varvara, 2022). 
1. Less stress: By managing time effectively it has created a good impact on my life. Managing effectively reduces my stress level and helped me to increase my confidence. Taking control of my time also reduced my anxiety, it meant meeting tight deadlines in my daily life. The day when I started to manage time day by day, I feel less tired and overwhelmed. Currently, I am more productive with the time I have. 
2. Better work-life balance: The most important thing about time management is it helped me to balance my academic life and daily life better. I understood that if I manage my time better then I can have a better future, I can balance my professional life and personal life balanced which is essential for every individual. 
3. Increase focus: By managing time effectively I have developed my focus and improved my productivity. By developing focus, I can achieve better opportunities in the future. I can take control of my day through better time management.  I understood that time management means working smarter which helps me build positive habits in my life. 
4. Higher level of products: As I mentioned above time management helps to reduce time and helped to me increase productivity. I clarified my goal and prioritized my daily task. I have achieved better results in my academics. To be more productive I have to identify my daily priorities and future goals of my life. 
5. Increase energy: One of the important things of time management in my life is to build confidence. By increasing confidence in my life, I feel energetic and motivated most of the time. Better time management skills helped to manage my energy and productivity level. At present, I feel more energetic I am more focused on my study life. 
I am determined about managing time in my daily life and it has been useful for me. In this context I knew about managing time in a better way would be better for me to lead my life but I didn’t start it earlier. In this session, I have learned the essence of time management and the way it will build positivity and productivity in my life. I also learned about time management outside of the classroom through online videos and courses which I undertook in my life. And leading my life with punctuality. 
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Organizing study is defined as scheduling a study for a specific time outside of the academic. It made a great impact on my life. It helped me to make a study plan in a better way to stay consistent to keep my activities and tasks with all my assignments (Ganesh, 2021). By organizing my study, I made sure that I didn’t fall behind in any of my classes. There are several ways that I organized my study such as,
1. Finding a quiet space to attend classes: During taking an online class I prepare my mind to find a quiet place and I feel less interruption. By finding a place like that I can take notes of my studies also I need electricity to keep my device charged while the duration of classes is long. 
2. Creating an effective workspace for studying: After returning from academics, I create an effective workspace for my study. I select an area in my home where I can concentrate on my study. The more time I am able to concentrate on my study more productive I can be. I understand that if my space is limited, I can generate a dedicated study space. 
3. Schedule the time: After returning home from academics, I make sure that time I have to prepare for study and complete my assignments and all. As the pressure of study has increased, I made a schedule to invest my time in my studies. With my studies, I also prepare extra time for my online courses. 
4. Establish a routine: To stay focused and get things all done I prepared a routine for my studies and activities. By getting into a routine, I increased my time for my study. I made a study schedule for each subject and each course. But obviously, I made time for extracurricular activities. 
5. Make sure the space is comfortable: After scheduling time and establishing a routine I ensure that the space is comfortable or not for me to fit. I make sure that the study table is comfortable for me. To become more concentrated, I decorated my room and fit suitable light. 
By organizing my study, I became more concentrated on my studies which created a good impact on my life. In my class, our teacher always assigns every student homework and projects. Through this study method, I became more productive. It has been useful for me. The organizing study helped me to learn how to prioritize the activities I have and achieve the goals which I set to feel less stress. Having a good study also made it easy for collaborating with other students and I started to become a fast learner which is helpful for me for long-term learning. 
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In academics, by using the library I have gathered much information. It is necessary to gather information in my student life for better learning. There are so many books on several topics’ general knowledge and many more (Gabbert et al., 2021). During study and gathering information I discovered about myself my current strengths and weaknesses. Also, I have opportunities and threats. By using the library, I gather information on my current environment both internal and external. Gathering information is like concluding the information that is meant for the future. There are several methods of gathering information that will be beneficial for me such as 
1. By preparing questionnaires about what I have to cover I can gather information based on the questionnaires. By narrowing down my topic I can search the information from the library. 
2. On the basis of assignments and the projects I can collect books from the library I can gather information and learn how to solve problems and get the assignments done. 
3. Currently there are different sources on the internet for gathering information. There is also a digital library available for the individuals. I prefer the library present in the academic as it is more useful to me. 
There is some importance of library such as public libraries and academic libraries plays an essential role in educational life. Libraries are like there are countless information present with educational materials, scientific publications, and courses. From the very beginning of my educational life, I used to gather information from the library. The importance of libraries is 
1. Increase literacy: Sometimes the studies in my class are incomplete or I feel hard to understand some specific topics.  I used to skip my studies and I didn’t concentrate on that once I missed. But I felt that there is a lack of knowledge in the specific subjects therefore to cover my studies I started using libraries and my literacy increased and I covered the gaps. 
2. Knowing myself: During studying in the library, I get to know about my strengths, weakness, opportunities, and threats I have. I also discover my interests.
Also, there are several important presents using libraries. I understood the essence of using the library. I have been useful for me to gather information. 
Public speaking and giving a presentation: Public speaking refers to the presentation of our ideas to the public by using our voice. The term public refers to a small group of people with a huge audience. I am usually afraid of public speaking in front of a bigger audience but there are individuals who are able to present their ideas without fear and are comfortable in public speaking. There are several tips for presenting and public speaking effectively (Bon et al., 2022). The tips are taught in our classes such as 
1. Know about the topic: It is necessary to know about the topics that I am going to share in front of people. If I know less about my topic, I am not able to present the topic and it reduces my confidence. The more I know about my topic I am able to share the more effectively. 
2. Practice more: The most important thing before giving a presentation and public speaking is that I have to practice more so that it reduces my fear and I become more confident and share my knowledge more effectively. In my class, I was suggested to practice in front of my family members and also in the class. 
3. Attention-grabbing introduction: By being comfortable I can deliver my presentation fluently and I can also grab the attention of the audience with my unique presentation style. 
4. Make eye contact: During presentation eye contact is necessary to grab attention. It seems like I really share my idea or topic with the audience. It is the most challenging part for me but it will be an effective presentation. 
5. Speaking clearly and audibly: To grab the attention of people I have to speak clearly where I have to pronounce each word carefully and the voice should be loud so it will be audible to people. Speaking a little loudly is better compared to speaking quietly. 
6. Breath deeply: When I am giving some kind of presentation in front of the entire crowd or audience then I might tend to have some sort of anxiety. I sometimes also lose the thought that is going through in my mind. I can give a proper presentation without any kind of difficulty by pausing for a while to breathe and by visualizing myself before I am going to deliver the message.
7. Speak with Feeling: When I am giving a presentation, I should resist being dull and also avoid giving an expressional approach in front of the audience. Instead of changing the expression, I should try to vary the pitch while speaking in order to emphasize something. I should try to convey the feeling with the use of facials and as well as eyes in order to express something. Whenever I am giving any kind of presentation, I should be livelier and try to do it in a more expressive way in order to engage more with the audience.
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In this module, four topics have been discussed in a reflective way. The importance of the topics and how it has affected my educational life have been discussed. The understanding has been discussed and how it has been useful to me also have been demonstrated in this module. By demonstrating the topics, I have learned the importance and there are important things that I need to cover for better opportunities in my educational life. The study is about containing personal reflection on the given topics. 
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