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Introduction:
My Report is about 4 topics covered during the term. The topics I will discuss is the ones I found more interesting:
· Time Management         
· Paraphrasing 
· Summarising
· Personal reflection on my Individual Presentation

In this reflection I will be using Gibb’s Reflective Cycle (1988) framework of reflection to reflect about my experience of learning during this term following the sixth stages to Gibb’s reflective cycle:
Description                             Feelings
 Evaluation                               Analysis
Conclusion                              Action Plan
[bookmark: _Int_ed3wPWQ3][bookmark: _Int_GdV0L9WF][bookmark: _Int_5lOEDw9C]I chose Gibb’s Reflective Cycle because Gibb’s allows me to learn over time based on my own experiences. It Is easy to understand and easy to use. I Will explain what was the lecture about? How did I feel during the lecture? Was it useful? What was good? What have experts said about the topics? What will I focus on to improve? and what is my future action plan?

 








Time Management
[bookmark: _Int_ZhgprFtm][bookmark: _Int_9uxRjjJ3] Nowadays, time management gives a wrong impression, time cannot be managed; but can be controlled by each individual person. At the beginning of the module about time management I learnt that time management is the process of managing my time, organising, and planning my different activities. During lecture I felt confused because I had to learn diverse ways how to manage my time efficiently, focusing on the 4Ds (Do, Delay, Delegate and Delete) especially when the teacher introduced us to the study timetable, was when I realised how much time I was spending and wasting on my daily activities. Learning new tips about how to organize and manage my time was useful for me, because being a mother of three children is not easy. I Have to organise their meals, make sure their ready to go to school, make sure they have enough hours sleep, make sure their learning is done, spend some time playing with them, and for me is the hard part because I work five days a week and I study on weekends. I do not have days off regularly. I must make sure my time is controlled to avoid a hectic day.
[bookmark: _Int_EV25SeQ5]  I always planned all my daily tasks at the beginning of the week to organize my kids timetables with the priority tasks, I also made a daily schedule for my children to help everyone having stress free during the week, but I never included myself as priority, it is something I was doing wrong. (Eisenhower, 2021) explained if I apply Eisenhower Matrix method to my life, I can set my priorities based on their urgency and importance. However, applying this method to my life I found myself more organized with all my daily tasks including my own priorities, like eating on time, sleeping enough hours, relaxing enough time, and finding the correct time for my study. As (Brott, 2008, p. 9) describes “Successful people manage their time! They set priorities and then allow their priorities manage their calendar.”
According to (Cottrell,2013) as a student, only part of our week and year will be correctly timetabled. We are responsible for organizing most of our study time for ourselves. This can be challenging because I will experience many demands on my own time, I will have to manage competing deadlines or spend much of my time in independent study and this is hard for me as a single parent of three. I will need to improve myself to focus on this.
My future action plan is setting priorities about what must be done today and sorting out the important from the urgent, I will do now what I promised to do later, that will help me to have a better life routine with my three children and manage my time to work and study without stress.
However, we all know how time management is important in our life and since I started managing my time correctly, I understood that time is a choice.









Paraphrasing
At beginning of the lesson, I learnt that when I take someone else’s idea and put it into my own words, keeping the same meaning this is what we can call paraphrasing.
[bookmark: _Int_1PgSuyBB][bookmark: _Int_n4vv5LyD]During the lecture I experienced different feelings. I was worried and confused. Worried because I knew this module was the most important to help me writing the Self-Reflective Journal and confused because I learnt this module before in my country (Portugal) and tried to paraphrase in my second language (English) was one of the challenges I met. I was using the technique of just replace some words and that something I was doing wrong. 
[bookmark: _Int_ILjunp1N]According to (Bailey, 2011) if I just replace some words but the structure stays the same, I may be accused of plagiarism; and that can result in disciplinary action. After reading about what this expert said I understood the importance of paraphrasing using the three methods, using synonyms, changing word order, and changing word class. Reading diverse types of books, I found interesting to known that experts have different opinions of how to paraphrase for example: 
[bookmark: _Int_O81NbPoH](Darr, 2019) explained that there are many misunderstandings about how to paraphrase because has not been recognized by education guidelines that you need to put it into your own words to paraphrase. It can be challenging to understand or decide which original words have permission to repeat and which words need to be written on different way.
[bookmark: _Int_wmuT5KAV][bookmark: _Int_a1aZuqDM]My future action plan is to focus more on the context of the topic and take the time to decide which ideas that I found more important, using the eight steps of paraphrasing, read, think; understand, go away, return, write, check, and cite, will help me to achieve my goal. 






Summarizing
Is incredible how in the world we have diverse ways of learning. When I was young, at school, my teachers use to summarise the lesson at beginning and tell us what we will be learning, the key points. 
At beginning of the lecture, I understood that summarising is identifying the main points of the text and write it on short text.
[bookmark: _Int_Os9x9klA][bookmark: _Int_DHCnTxrE][bookmark: _Int_fkrZq3Ey][bookmark: _Int_aUDUUDve]During the lecture about summarising, I found out that summarising was one of the useful modules that I learnt; because summarising helps students improve their memory of what they read or what they heard. For example, when a student is at lecture and is able to take notes, this student also will be able to summarise what the teacher said in order to understand and memorise the information better. Also, doing some activities at the lesson was helpful to improve my writing.
[bookmark: _Int_9yF3Z4Bd]According to (Spack,1988, p .42), one of the most important skills a student can have is “the complex activity to write from other texts”, that is “a major part off their academic experience”.
(Bailey,2006) pointed out that summarising is an active activity in our life. For example, if a friend asks you about a book you are reading, you do not tell her everything in the book, instead you will summarise the most important and interesting aspects, that is the same principle applied for an academic work. (Bailey,2006) explained following a series of steps to summarise successfully, you will be able to summarise automatically. Summarise is an important key to academic work.
[bookmark: _Int_0HF3wFEQ][bookmark: _Int_YUJpScvJ]I did not understand how important was following the five steps: read text, divide the text into sections, identify the most important part, write the summary text, and do a final check against article until I did my first assignment. My future action plan is focus on five steps to summarise and practise often. I'm confident that these steps will help me to summarise correctly.








Personal reflection on the Individual Presentation
[bookmark: _Int_CXMQwrnd][bookmark: _Int_RHvlrazn]My observation for the lesson on week 9 is unsatisfactory, because was the day of my Individual Presentation and I expected a better Presentation. I did some presentations before at school and work.  My individual Presentation was about my employability skills in order to be successful in my future dream job, Catering Business.
[bookmark: _Int_jK5b0IsJ][bookmark: _Int_TOT92dSm] I thought I was prepared but when I started my Presentation, I was nervous and anxious, because talking to an audience is never an easy task. I was worried because for me doing the online presentation is hard than face to face because I could not see if my audience was understanding the main points of my Presentation and that put me feel anxious and nervous, I think I looked confused. I prepared my Presentation at home with my friends. I was comfortable talking and confident. On the day of my presentation, I took notes to help me, and I tried to avoid long texts, or read the slides that helped the Presentation look more interesting and not too long.
[bookmark: _Int_q02gzukV][bookmark: _Int_8OoZRXLY]According to (Day, 2018), Taking notes is a “key part off academic reading and writing”. Well- writing, they allow me to back and quickly pick up the point of what was talking all reading.
On my opinion was useful doing the Presentation because helped me improve my speaking skills. Also, the focus on my personal Swot analysis (strengths, weakness,opportunities,and threats) was useful because I was able to think what the next steps I will take and how can I improve myself for my progress in future.
On my next presentation I will focus on being more natural talking and keep the eye contact. 













                                  
                                                  Conclusion
The purpose of this reflection was to show I understood the chosen reflection model: Gibb’s Reflective Cycle (1988), and I reflect how useful this model was for me; prioritizing the 4 topics I chose (time management, paraphrasing,summarising,and my personal reflection on my individual presentation). Understanding and managing these factors I will be able to develop the abilities I need to achieve my goals.
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