2




Table of Contents
Introduction	2
Time management	2
     Academic writing	4
     Summarizing………………………………………………………………………………………………………………………………….5
Conclusion	7
References	8





Reflective Report on my learning for this module

Introduction
There are a number of topics that have been covered in this module. The main aim of this academic report is to present a reflection on three major topics that have been covered in the module. These topics include Time management, Academic Writing, and Summarising. Reflecting on the module’s learned ideas is significant, as it provides me with the opportunity to step back from the learning experience and enables me to develop critical thinking skills and improve on my future performance by analysing what I have learned and how far I have come in my learning journey. The reflection model I use in this paper is the Gibbs’ reflective cycle. The Gibbs’ reflective cycle is a famous cyclical model of reflection that explores an experience through six stages: description, feelings, evaluation, analysis, conclusion, and action plan (Gibbs, 1988). The Gibbs’ reflective model will play a significant role in this report by identifying my strengths, areas for development, as well as the actions that I can take to enhance my skills and development after the course.


Time management
Description
Time management is one of the topics in which the main area of focus was how to organize and plan to divide time between different activities in the learning process, as well as in my day-to-day calendar. In this topic, we were taught that proper time management and getting organised will result in an individual working smarter, not harder, so that one can get more done in less time even when there are tight deadlines (Arun and Srikumar, 2017). 
Feelings
Before learning this subject, I can term myself to have been very poor in time management. In every activity that I was doing, may it be school-related or my personal activities, I often found myself behind time and having problems meeting work deadlines. In my school assignments, I often underwent a lot of pressure, trying to rush until the last minute so that I could have them done. I had to balance school and work, but due to my poor time management skills and failure to stay organised, I felt that I often had problems trying to complete tasks. The main reason behind this was that I often found myself taking on too many tasks with little time to have all of them done. The lecturer made some good points telling us we should make the most out of our free time by not wasting time on social media and to make a to do list every day. 
Evaluation
Looking objectively at the learning of this subject, there are both positive and negative aspects of the experience. However, the positive aspects of learning time management subdue the negatives. There were various key elements of this learning experience that went particularly well. These included having an improved focus, decreasing stress, and increasing productivity. In the learning process, I discovered that by having proper time management, I could be able to plan better on how to undertake each of the planned activities, and it is due to having a good plan that I was able to have an improved focus. In addition, I could complete my planned tasks in a timely manner, therefore decreasing stress levels that evolve from pressure to meet deadlines. I was able to notice a big change and improvement, not only in school but also in work. I became more productive and recorded better results than I used to before learning this topic. An aspect that did not go well was creating more free time. As much as I was able to manage time well, I think that I still had a lot to do from both school and work, so creating little free time for myself was a bit of a challenge.
Analysis
The topic on time management was effective in helping me be a better time manager and to as well stay organised in my work and studies. Reflecting on my previous time management skills, the learning of this topic, alongside the course reading materials and the lecturer’s advice, has played a significant role in improving my time management skills. I also consulted my peers and did a lot of research on time management, and I believe that these factors also made a big contribution to the development of good time management skills. 
Conclusion
Learning the topic of time management has impacted my time management skills and overall productivity. Before the learning experience, I often faced a lot of challenges that began from poor time management, such as increased stress levels, decreased focus, and low productivity. But, after learning this topic, I have gained important skills that will enable me to stay organised both at work and school, therefore experiencing positive results. Something that I plan to do differently in the future is to try to balance the number of tasks to be done per day with the available time so that I can create adequate free time for myself.

Action Plan
The specific actions that I plan to take so that I can build on my time management skills are to avoid multitasking and set SMART goals in all the tasks that I undertake.


Academic Writing
Description
The topic of academic writing provided me with the relevant skills required in formal writing, for example those used in universities and scholarly publications. In this topic, I learned that various skills are needed so that I can write my reports, research papers, and study in a formal academic style that is clear and concise and also backed up by evidence. 
Feelings
Before learning this subject of Academic Writing, I hardly had the relevant skills and knowledge on how to write academic reports. Whenever I heard about an academic report, what came into my mind was a report that only consist of the introduction paragraph, the body, and the conclusion. I hardly knew that there are certain components that should be considered when writing an academic report, such as the clause, sentence structure, organization, and flow of ideas. However, during and after the learning process of Academic Writing, I felt inspired by the whole learning process. I felt as if I knew nothing before about academic writing, however since then I learned a lot of ideas that could help to improve my writing skills. 
Evaluation
There is a wide range of notions and new ideas about academic writing that I learned from the topic. While the learning experience had both positive and negative aspects, there are many key elements that went particularly well and shaped my knowledge on how to become a competent academic writer. Some of the key elements that went well included grasping the idea of how to organize my ideas, having a good flow and structure of the essay, and properly writing the references. Before the course, I had no idea of how to go about any of these aspects, and therefore, acquiring this knowledge added a lot of value to my academic writing skills. I was able to well understand each of the mentioned elements and apply them constructively in my academic reports.
Still, something that I think I did not develop a good understanding in this learning experience is how to distinguish between a reliable and a non-reliable source for use in academic reports. I learned that scholarly peer-reviewed sources have accurate and quality information to use in academic writing (Arms, 2002), but a major challenge that I continue to face is how to tell whether a source is scholarly or not.  
Analysis
I can term the learning experience in Academic Writing as positive. This learning enabled me to gain a lot of useful ideas that are vital when writing academic papers. The key notions learned from this topic that is vital to consider in academic reports, such as proper referencing, logic structure and flow, and backing up ideas by evidence from reputable sources, are important elements that should be considered in all academic reports therefore, the learning of this topic is a major advantage for me as a student. I can now think of myself as a good academic writer, as I have gained the relevant skills that will enable me to write reliable academic reports. Ideas gained from group discussions, as well as my tutor’s contributions to this learning, are key factors that I cannot fail to recognize as having helped me to improve my academic writing skills.
Conclusion
The learning experience of academic writing has enabled me to become knowledgeable of many concepts that relate to academic writing. Through this learning, I have as well been able to gain the key skills that are vital in the academic writing process, such as writing clearly and consistently, using correct grammar and punctuation, and conducting research, which I plan to apply in my assignments and exams now and in the future.
Action Plan
Specific actions that I can take to build on my knowledge and skills in academic writing include practising more on the proper use of vocabulary and constructing grammatically correct sentences and doing research more regularly. In addition, I will take academic writing as if it’s a job and practice it more regularly. 

Summarising
Description
Summarising is another major topic learned in the course. Summarising and paraphrasing are two distinct concepts that seem to be closely similar but have a very big difference. In this topic, I learned that summarising refers to the explanation of an idea in a more shortened form. This is different from paraphrasing, which refers to the explanation of an idea in detail using my own words. This topic provided me with enough knowledge about what summarising entails and as well enabled me to understand the various steps taken to summarise an idea or a document. 
Feelings
Before learning this topic, my thoughts about summarising were that writing a summary is all about reading a text and writing what I understand in fewer words. However, the learning experience of this topic enabled me to develop different thoughts and feelings towards summaries and the overall process of summarising. During the learning process, I realised that what I initially thought to be summarising was actually not the case. I was viewing the summarising process as a simple activity that requires no thoughts and skills to go about it, but after the learning process, I realised that it is necessary to have certain knowledge and skills to summarise effectively. 
Evaluation
There are both positive and negative aspects of the learning experience on how to summarise. There are a number of elements about writing a good summary that I learned in this topic, which I want to apply when writing summaries. Among them, key elements that went particularly well were finding the main idea and writing without judgement. From this learning, I was able to understand that a summary is a shortened version of the original text, and therefore, no additional information that has not been mentioned in the original text should be added. By being able to understand this, I can easily write summaries with minimal efforts. Still, an element in the learning experience of summarising that I still face challenges with is how to keep the summary brief. In most cases, I find myself writing more than I should have written in summary.
Analysis
Based on the nature of the learning process and relating to the concepts learned from the course about summarising, I can describe the learning experience as being positive. I acquired a lot of knowledge about summarising, which I believe will be very useful in my studies. Conducting research and consulting my peers on the areas where I had difficulties understanding are additional factors that have shaped my learning and improved my overall knowledge and skills on how to write summaries.

Conclusion
The learning experience on the topic of summarising was effective and played a significant role in supplementing my knowledge of summaries. From this topic, I was able to develop vital skills required in the summarising process, such as being able to write without judgment, and locating the key points and ideas. I will, however, need to do more exercise so that I can learn how to keep summaries brief. 
Action Plan
Specific actions that I can take to build on the learned knowledge and skills about writing summaries include understanding between the major and minor details and identifying the key sections and main ideas of a text. 

Conclusion
To conclude, reflections are a great way for an individual to obtain a deeper understanding of a learned notion. In this reflective report, I have been able to make sense of three learned topics in the module: Time Management, Academic Writing, and Summarising. Reflecting on the three topics has enabled me to develop a deeper understanding of what I learned, and I have as well been able to identify the key areas for improvement. 
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