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INTRODUCTION

The purpose of this report is to explain what I have learnt during this term, also the skills that I have been working on, are Time management with a tool called To Do List Daily also the skill of how to write a Cover letter, Academic writing using a tool called paraphrasing, The last skill  will be  Analytical thinking. For this report I used Gibb’s model to reflect on my knowledge.



DESCRIPTION

I am doing this report because I have been asked to write it and explain my own understanding and knowledge which I have gained 4 skills.

The first skill is Time management, this help to be organized and reach a goal by learning how to manage time.
The second skill is how to write a Cover letter, this skill helps to write properly and just say the basic information avoiding making mistakes such a recap of the cv.
The third skill is Academic Writing that is used in the quotidian life and academic life and teach you how to write opinions with own words but without changing the meaning.
Analytical thinking is the last skill that I chose to explain, this skill allows us to solve problems and be more creative and take new solutions at work or in our daily life.





FEELINGS

When the lecturer asked me to do it this report I felt it was going to be very difficult, so I got a little stressed, because this term we have been taking classes online and It is difficult to me to be focus in the class.
 I was not sure of the steps and the right way of how to write this report but as consequence of this frustration I took a class to ask questions and to try to organize myself and have a main idea and stop being stuck.
After start doing the report, I did get a bit confused between the skills and the tools but finally I got it and understand the difference and I felt more confident at the time of continuing doing this report.
What I thought when I had not even started this assignment was that this one would be like the report that I did from the last term but not, this one is more reflective and at the time of doing this report I felt more confident.



EVALUATION


Concentrating in what was bad to me, was the experience of being confused and the sensation of be stressed because I was not sure how to develop the report and the steps I should take.
At the beginning I chose tools instead skills and I had been doing wrong but at least when I realized I was just starting the report but even that it was just the beginning, it took me time to start and organize my ideas one more time, so I can say that at the time of choose the models it was not easy as I thought.
On the other hand, concentrating in the good experience to me is that I learned and clarify things that I thought I knew properly.
For example, now I know that a tool is not the same of a skill, a tool is the one that complements the skill.
Another good thing of this experience is that if I did not remember something, I was able to find the information in the Moodle.
Finally, I do believe I have learnt skills and I have learnt when and how to use tools into the skills and complement both things in a correct way.
But I will still be learning and improving every day of my life by putting this skill on practice day by day. 





ANALYSIS



In this section I am going to explain the 4 skills I mentioned before more deeply and analyse them step by step.
The first one I am going to analyse is Time management this skill has been helping me a lot at the time of reach a goal, because I am not very organised, the tool that I am using to manage my time is a To Do List daily.
This tool has been helping me by make me remember important duties that I have to do and also controlling the time per each duty. 
Below there is a timetable that I did to manage the time from last week since 13th to 17th of April.





	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	7-8
	breakfast
	breakfast
	Shower and breakfast
	Shower and breakfast
	breakfast

	8-11
	Do ACE
assignment
	Do DSR exercises
	Get ready for online classes and start the classes
	Prepared questions for the online classes to ask lecturer
	Do business plan assignment

	11-12
	Cook and take shower
	Go to shop and cook
	Online classes
	Online classes
	Meeting with classmates

	12-1
	Lunch
	Shower and eat
	Online classes
	Online classes
	Cook and lunch

	1-6
	Continuing with assignments
	Do a review of assignments
	Lunch 
Organize my house
	Online classes
	Meeting for ETW assignment

	6-7
	Make dinner
	Put a wash machine and make dinner
	Make dinner
	Make dinner
	Make dinner

	7-9
	Dinner time
	Dinner time
	Dinner time
	Dinner time
	Dinner Time




By following my timetable, I reach to do all the stuff assigned and that is why I am developing my time management.

Academic writing is a skill that is an essential skill to avoid misunderstandings and have been very helpful to me at the time of do assignments and write with my own words without changing the real meaning of the source/passage or test.
I tool that is helping me at the time of write properly is paraphrasing, by using this tool I am writing with more confident and I know how to give an opinion from one book or test without saying the same but with own words and same meaning.
Here there is an example that I did by myself.

It has long been known that Colombia have the best coffee in the world, although other countries like Jamaica say that they are the ones who have the best coffee.

At the time of paraphrasing this sentence, it could be changed like I am going to show you below:

Some countries such Jamaica say that the coffee from there are the best in the world, although most of the people from the world knows that the Colombian one is the best.
 
To reach this skill I just changed the word class and word order but keeping same structure and I also used synonyms to avoid change the meaning.

The third skill is Cover Letter, This skill will help me to be more successful at the time of apply to a new job because I know what I need to write and what I need to avoid, I know that I need to focus just in the basic information of myself such a details of my experience, degree, goals and avoid to do a recap of my cv because that will be a waste of time and they might opt to do not read me. I learnt that I have to sell myself and say why they should choose me for the position I applied for.
I have been learnt that the cover letter is an introduction and is where I can show the most important things of me and I will be more carefully at the time to do my next cover letter because I used to do some obvious mistakes but now I feel that I have improve this skill.



The last skill that I am going to analyse is Analytical Thinking.
This skill has been very helpful to me and I have learnt that a person who use to have an analytical thinking is more efficient at the time of solve conflicts. I used to apply this skill in my personal life, also in the professional field and academic.
I learnt that by using this skill and processing the information in smaller parts will help me to develop skills and take benefits from those, for example being more efficient at the time of curry out solutions, make me a better thinker and helps me to communicate in a better way.

CONCLUSION

I acknowledge that there are so many things I could do better by being more efficient and paying more attention or making dairy notes about each class taken, but I also acknowledge that I did the best I could with the skills and tools that I had understand during this term.


ACTION PLAN

If I have to do this report again, I think I would do it the same way, same structure but I am aware that I need to improve my grammar skills and many others.
I felt comfortable and happy doing this report and I am sure that if I have to choose the modules, I would choose the same ones.
There are things that I might would change, such a be more focus and applied to avoid loss time researching and taking notes again.

CONCLUSION

To concluded, this report I reflected on my learning on those four skills because I felt those was the best options to me to analyse and explain with confident.
The skills that I mentioned earlier have been very crucial to me and the most is Time Management; I can say that I have better use of time and respect for Academic Writing I feel more confident writing but I need to improve a lot, and the last two skills that I mentioned, Cover Letter and Analytical Thinking I can say that I was lacking of information but now  I know what it is and how to apply those skills in my life.
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