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INTRODUCTION
This report is about my skills which i received learning this Moodle and how it will be useful not only in my future career but also in my life as well.Writing this report i expressed a level of my skills according to my abilities.I will use Kolb’s model of reflection (1984),which is a structured process and which examines and explanes my learning process. Writing my report I applied this model to each topic such as,time management,academic writing,paraphrasing,and referencing.This model is composed from four Cycles:
· Concrete Experience
· Reflective Observation
· Abstract Conseptualization
· Active Experementation
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Time Management
 I am writing this report about time management.Before studying at the UWTSD i have never paid attention how to manage my time effectively, moreover i was convinced that i am a good time manager.Sometimes i planned my days, but not regularly and i have never thought that i need to learn more how to do it properly.I analysed Tracy (2013)  and i understood how it is important moreover,i discovered different techniques which i have never known before and evaluated the advantages which i will be able to receive if i will change my mind.

 When i researched,i discovered that all these steps analysed by myself on the opinion of Tracy are towards to obtain a desirable result and to save time.So,according to Tracy (2013) time is one resource which has the main meaning and it is impossible to save or to recuperate once it was lost.The author pays attention to some strategies,includes four facts such as desire, determination,decisiveness and discipline as they help to manage time.The author says that wisely organised time management provides high self-esteem as you productivity increases,you potential will realise and you will be satisfied.On the contrary,if you are disorganised is impossible to resolve the problems,then you get depressed.To save the time and at the same time the months and years of hard work help the exercisers for example:to compare who you are in reality and how you imagine yourself in the future and also by affirmation as tells the author: ” I am highly productive”, as these strategies remain in you mand and will become a system.

The first important step towards to be an excellent time manager is a decision to adapt some strategies such as: to control you thoughts,feelings,to believe in you final goal.To manage time helps so-called  “slow-thinking” ( the author refers to Kaheman) by deep analyzing of all details,including presumable mistakes and how to avoid them. Very important to revise all values in you life by removing forever the less important things as it provides only stress and to consider only the main values,so this tactic also will become a system throughout you life.Is important to decide clearly in the present about you future and from where to start.Then the author suggests to adapt a tactic by long-term vision to improve short-term decision making,otherwise you will be distracted,as the author told:” If you don’t know where you’re going,any road will get you there.” Is worth regularly to do the lists on each big and small tasks as one minute spent for planning invests for you best future because it gives you time and energy.

 According to the author is worthful regularly to do the lists on each big and small tasks as one minute spent in planning invests for you best future because gives you time and energy.Once a list was started first,you need to define a goal by prioritises,second,respect a chronological order moving towards the final goal.Moreover,a plan should be updated regularly excluding defects,especially it is important after different failures.To revise and to improve you plan helps to receive a better result in comparing with the initial plan.The author underlines that the successful people respect themselves and their future,so they have a daily written plan and do not act spontaneously. Moreover,all planned deals should be analysed regularly,because is not enough only to plan it,in addition is important to study, extending the skills and acquiring new knowledge for this reason the author suggests to be consulted by experts.Using new technologies also helps to choose the best way to achieve the best result while you moving towards to you goal for example, using diagrams.Separate lists:one with an important task,another with least important will help to control all things and save the time as well.

The author suggests to train yourself by some techniques in a kind of meditation for effective time management.The author refers to Nancy Reagan and underlines that sometimes needs to say “No” a favour of time management.Once it was practiced,after will become a habit.Also the author says that according to his own experience,almost thirty years of studying time management,he recommends to train yourself from the definition of the task clearly,after to adapt the most effective strategies following reasonably towards an achievement of you goal.He also suggests to be guided by question:”What is the most effective use of you time right now?”,moreover it should be repeated constantly until it becomes a system,which increases you productivity,saves you time and focuses you on the most important task.The author advices to imagine yourself in a role of “earn machine” which earns maximum as it stimulates to be disciplined,to work hard on more tasks,thus you invest in you successful future.

As confirms the author the key to time management is to set prioritises identifying them by urgency and importancy.To achieve the best result needs to move in descending order focusing at the same time on two most important and one urgent. Work on the main task requests maximum concentration which should keep until completing you task and to exclude the distracting details,as advices the author:”leave things off ”as this training will become a habit and a productivity will increase.Very important on time management to avoid procrastination and to be responsible,because a job done in time protects from failure and guarantees a successful career.As the author advices to avoid a procrastination and to work intensively helps to repeat the phrase: ”Do it now” only so is possibly unconsciously arrive at the top.Also is important to develop a sense of urgency,respect that demands at work always changed,therefore only disciplined person can obtain the best result  in the shortest time. Also very important at workplace to avoid of distraction,focusing only on you plan and follow it,developing the strategies and adapt them so that people do not distract you from you work and at the same time to speak with them in  formal tone.

The author pays particular attention to the connection between continuous self-development and time management and level of knowledge,affirming that constant striving towards excellence will help create a successful career.Then,knowing the more you firstly invest for you best.For example,daily reading increases an ability to work.During the reading the author advices to collect information which only makes a sense for fast reading and good memorazing,then should be developed a system for rational reading.For example,subscribing for books review service as it provides the best ideas from any book in the shortest time.Moreover,sometimes is useful not read at all.Once you have checked the heading,the name of the author and analysed information which you are looking for,you can decide to read it or not to read at all.Very helpful to visit regularly the seminaries of the experts who gained their knowledge by practice,but to avoid the experts who have only correct academical skills as they can not transfer knowledge gained by hard work.

Academic writing
This report is about academic writing.Before to enroll at the UWTSD i have never paid attention how is important academic writing,but after a couple of lessons in the class i understood that it is a very important topic for my self-development and for my professional growth.I started to research it by checking,finding,and analyzing information.While i researched i thought critically by developing an argument,i analyzed the opinions of the experts,evaluating and providing evidences.At the and i summarised all details towards to conclusion

          According to the University of Southern California the consept of academic writing is the specific writing technique that researchers use to define a level of intellectual skills in a specific area of knowledge. Academic writing is characterized by certain requirements for the structure of the text such as a formal tone,an expression of a point of view,a specific problem,an opinion of the third person respect that writing by the first person should be minimized,a clear planning how to research the problem,a specific words,a strong grammar,an ability to analize,paraphrise,and summaris, an ability to make a reference,an ability to link quotes,and that academic writing has a special structure such as introduction,body,divided in paragraphs connected logically between them,and conclusion.All this details create a specific style of writing.

            I am absolutely according to Johnson (2016) that academic writing is requested to express thoughts in educational work for example to write of academical reports,inquiries,and essay in special form.It is also appreciated in most business and professional fields.Moreover academic writing developes the cognitive abilities,because it is a very difficult process one of the main function of which is to make intensive analysis and explain the meaning of complex ideas by thinking, planning, revising,rewriting, and finally,combining all these details into the final result towards to the best understanding of the researched topic.Moreover in academic writing is unacceptable using of slang,colloquial speech,emotional vocabulary or inappropriate statements.

 According to Jena (2020) there is the difference between academic writing and general writing. Academic writing refers to writing,based on proving a point of view in different ways such as referring to books,articles of another authors by analysing,researching and focusing on one specific subject.A writer can reflect about  a specific topic by the statement of personal point of view,instead of general writing does not refer to a specific writing style,not concentrates on general writing subjects,and articles are published for entertainment of the reader,moreover there are not specific readers as for academic writing.and it is written an individual tone and purely style.

In conclusion i would like to say that according my research i am absolutely share points of view of the experts that academic writing gives the opportunity to analize,to think critically,to write professionally,and as a conseguence to acquire new knowledge.Before was very difficult for me to research about it,but now it became easy.Basing on my analysing i gained new skills as referencing to the sources such as books,articles,also I gained skills such as paraphrasing,summarising,and quotations.Moreover i discovered that academic writing is a special style of writing,different from general writing as i must respect strict rules such as planned structure,strong grammar,and using of academic vocabulary.So,academic writing is very useful to determinate my level of knowledge for my learning,how i done a research work. Moreover it was a good experience in my professional activity,related to the processing of information and ability to write professional report by myself,basing on opinion of experts and now i can also share my skills with my friends.Moreover,i improved my English skills and acquired new knowledge that is very important for my future career.

Paraphrasing
 I am writing this report about paraphrasing.Before studying at the UWTSD i have never known what it is paraphrasing and how it is important for my study.But after the lecture in the class i understood that i need to consider it seriously.I have done a research about few articles of the experts and i discovered how it would be useful for my development and my future career.

        According to the experts paraphrasing is about how to transform the original text,based on the opinion of the experts into the idea with the same meaning which it was at the beginning by using of you own words.It is very important process to acquire new skills and to except plagiarism.To wrote by own words is extremely important as you gain new knowledge how to understand the content.Paraphraising is characterised by certain rules which lead to new experience,since analysing the sourse more times until comprehension the sense ,then to transform the original text and to present it by own words.After these actions to check the elaborated text more times,understanding precisely the idea and to check few times about similar words from the initial content.If results the similarity between original and paraphrased words you need to revise it again,otherwise it will be considered as plagiarism.The positive effect of paraphraising is to give the students new skills and to develop an understanding of content by expression with you own words,as confirm the experts,the main goal of paraphrasing is to summarise the idea by you own words.

The experts pay attention to importance of paraphraising.According to Harvard style paper there are certain rules of paraphrasing such as firstly,to choose the content to paraphrase,secondly,follow the original idea to change the words,thirdly to change the grammar if it is useful ,after to check the elaborated text,and lastly to check the text if it has the same meaning with the original content.Good quality paraphrasing is appreciated by the respect of the techniques such as,changing the words in the sequence from the end of the text to the beginning,starting you first phrase by a different word,using of synonyms,using changing of the structure by using of more links,and to transform the active voice to the passive voice.If was used one of these ways to paraphrase,it means that paraphrasing is superficial,moreover it means plagiarism.

According to the experts,to exclude plagiarism is possible by maximal using of synonyms.Plagiarism is the main reason when the students do not receive a good grade on their assignment.Paraphrasing is requested for different kinds of assignment such as,essay,report,and for another professional and educative activity.By paraphraising is possible to define the level of learned skills how was understood the researched text.

 The experts describe the difference between paraphraising and summarising .These two actions have as a difference and a resemblence as well.The difference is evidence by certain amount of words in the sentence.In paraphraising as a rule there is the same amount of words as in the initial content and they are analysed precisely in each sentence.On the contrary,summarising is characterazed by presentation of the ready facts.In parafraising is possible to modify the structure of content or to use synonyms,instead of for conclusion these techniques are not appropriated,because you can write surely by you individual way.The common things between these two actions is to draw attention to the piece of the text,which should be readden more times for the best comprehension of the content.As paraphrasing as summarising are usually interconnected

       In conclusion I would like to say that I am absolutely agree with the experts that paraphraising is very useful process,as provides new written skills.To paraphrase was very exiting,interesting and at the same time difficult for me,but now it became easy.While I paraphrased,I spent a lot of mental energy,it was as a gymnastics for my brain.I would compare paraphraising with puzzle,it means I should create my one text,already having the base such as the ready material from the experts and to build the new creature by my own words with the same meaning as the material of experts.Despite I acquired new knowledge I understood that I need to train more and more to paraphrase quickly and to obtain the high-quality paraphrasing.Surely it will be very important for my future study.

Referencing
This report is about referencing.Before i started my class I have never known about referencing,not knowing the importance of it.When i analyzed information I have known that the referencing is about who write the books or the articles,when it was,what is the title, and where it was published.I have learned that by referencing i can recognisze the work of the experts that spent the years dedicated to research about specific topic.For example,my first research for this assignment was about time management,written by Tracy (2013).Tracy spent almost thirty years to confirm an accuracy of information about time management and due to it he became a successful and a famous person around the world.Also writing my report about academic writing I understood that referencing is a part of academic writing and I indicated all sources of analyzed information.

 According to the experts referencing is summarising of researched information basing on the opinion of another persons.Good referencing is characterized by good academical skills and represent you research in the best way.It shows that you receive new knowledge,basing on experience of the experts.Usually are used Harvard and Vancuver styles.Referencing is composed from two parts such as,citing and creating of the referencing list.If you do not indicate the source of information in academical work,you will be accused as you stole this information.While you make you research work,developming the idea,you should demonstrate which is you own opinion and which is the opinion of the experts,and how you considered the original information for example,if you are agree or disagree with experts.

The expert says that according to Harvard style of referencing,referencing should be done in a such sequence firstly,should be indicated on a separate list at the end of the academical work ,secondly,should be done in alphabetical order by the authors,in case if there is not author,so should provide referencing in alphabetical order by title of the topic.If there are more authors,then should be used multiple techniques of referencing.If information was based by online research,then should indicate which site was available and the date of an access.

  According to opinion of the experts to have a good skills about referencing is very important for student assignment ,otherwise if referencing is superficial you will not receive a good grade. I am absolutely agree with the experts that referencing is useful for successful research as it improves my written skills,confirmes that during my research I did not steel information,and helps my teacher to know where to check it.Also it shows that I researched widely and can help me to get a good grade.Researched deeply i opened for myself new skills,I became a little bit an expert in this field and I grown by myself.It was very exiting,despite that it was hard at the beginning.I found easy for myself about referencing how to write the right format,but at the same time was a little bit difficult for me to organize references in alphabetical order because i analyzed more sources.I can conclude that referencing is my new experience which was useful for my assignment and will be useful for my future studying. 

Conclusion
I would like to say that the role af a social worker is very important in our society as it provides wellbeing support  to people of all ages and social backgrounds and is a vital role in the UK.Then i prepared to study,train and to do that is necessary to develop and improve my professional skills not only so that i can complete in a job market but also,that i am competent enough to be able to deliver high quality services to communities.I believe that the Moodle ,which i studied helps me towards becoming an able professional.Also,i believe that my personal life will benefit from my learning this Moodle.
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Hello !
I presented this variation to my teacher and she gave me feedback that I must correct it.I corrected this report but when I started to convert in WORD all is disappeared.So I need re-write but in any case I decided to upload.Missing to organize referencing in alphabetical order and to relate each topic to my future career.
Thank you.
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