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INTRODUCTION
The reflective report here will showcase the different skills that I have attained
through the help of the module implemented and this includes time-management,
summarizing, paraphrasing, and public speaking and presentation skills. In addition to
these, here in the report, I will also be making an application of the reflective model with
the help of which it would become clearer about the skills information collected. Along
with this, the report also involves the analysis being formed through the help of
published literature in relation to the topics taken as well as the use of feedback being
attained by the lecturer.

TIME-MANAGEMENT SKILLS
The module implemented has well able to provide me with the knowledge and
understanding related to the management of time wherein I got to know that time-
management basically could be stated as allocation of time or making its effective
utilisation based on the different aspects existing in an individual’s life. I got to know that
there are certain activities that need proper attention and their scheduling which involves
studying, eating, sleeping, communicating, etc., and hence to implement these
activities, it is very important that the right management of time takes place as this
would help the individual in prioritizing work accordingly. The module also helped me
in gaining data related to the principle involved in the management of time which
involves implementing efforts appropriately, directing the efforts efficiently as well as
trying to make a reduction in the wastage of time (Dauletbaeva and Dauletmuratova,
2022). There are also certain activities that were taken up by me in the classroom that
further helped me in providing a clear concept related to the management of time.
Further explained through the help of Kolb’s reflective model, it can be stated that I
gained experience and so got to know about my time-management skills. With the
reflection implemented, I got to know that I need to make improvements in my time-
management skills wherein I need to ensure that this skill plays a very significant role in
my personal as well as professional life. Through gaining the right knowledge and
understanding, I got to know that with the right effort imposition towards the time
concept, I would be able to schedule my various activities in an effective manner which
involves eating, sleeping, working, etc. And overall, from the active analysis about my
time-management skill, I got to know that I am still not able to manage the time
delegated to each task in an effective manner and therefore, I further in order to make
improvement, I would need to proper action log that states the work plans, lists,
organised paperwork as well as make a to-do-list in advance that would provide me
with the clear knowledge about the schedule that needs to be implemented properly in
order to attain success and growth effectively (Hellmann and Ehri, 2020).
Also, in the words of Kleckner and Butz (2021), it can be stated that time management is
the key towards success and therefore, everyone should try to implement the task
provided to them which could be made even easier for them to remember with the right
application of smart goals, to-do list and following up the right method such as
Eisenhower method.

SUMMARIZING SKILLS
This is another skill of which I gained knowledge through the help of module material
and classroom lectures. I got to know that summarizing basically could be referred to as
making identification about the most important information from the text provided. In
other words, it can also be stated that paraphrasing could be the same as the source text
while a summary would need to be considerably short wherein brief information about
the overall content could be collected. With the application of Kolb’s reflective model
here and the skill implemented, I got to know that summarizing would help the
individual in providing with the brief information related to the overall content
provided in various paragraphs. I also got to know that with having a properly short and
accurate record of the information read by an individual, it is easy that proper new text
could be generated and re-resented effectively. According to the data collected by
Rimadana et al. (2019), I got to know that there are certain times when summarizing of
the information could take place that involves when there is a need to condense a large
amount of information etc. I also attained knowledge that summarizing the core ideas of
the text could therefore be reformulated wherein in the case of the student,
summarizing of previous research could help in the further introduction of the new
research and its good presentation. While the collection of abstract conceptualizations, I
got to know that further development in my summarizing skills could be made that
would certainly help me in my academic career and growth and for this to be
implemented effectively, I would make sure that the right presentation of speech and
knowledge take place (Watanabe et al., 2021). I would also make sure to first reach the
text provided that intends to be summarized and then undergo the right identification
of the main points that could be presented in a summarized format. Along with this, I
would also make sure that I keep a check on the draft presented and revise the
information if required along with providing the right references to the information
collected and presented in a summarized manner. The information collected through
the module also helped me in gaining the right knowledge and understanding about
summarizing skills and how the original information could be well presented in a
summarized manner stating the main points to be presented effectively. There were
various activities that were also implemented by me that further helped me in gaining
the right concept related to summarizing and therefore helped me in my academic and
professional career in an effective manner.

PARAPHRASING SKILLS
Through the information collected from the module, I got to know that paraphrasing is
nothing but writing up of ideas of another person in own words and this could be stated
as an important aspect through which other’s work could well be supported. I also got
to relate that paraphrasing is the process wherein there is a need to change the words
and the structure but at the same time, it needs to be ensured that the meaning of the
information remains the same. The data collected from the module also helped in
knowing that even when undergoing paraphrasing someone`s work remains the same, it
still needs to be acknowledged with the use of the right references (Winarti et al., 2021).
Also, based on Kolb`s reflective model, it could be stated that I have attained proper
experience and knowledge related to the paraphrasing activity wherein I got the right
understanding about the way paraphrasing is used as well as about the techniques
through which the same meaning of the information could be presented in a different
manner such as with the use of synonyms, changing the word class or making changes
in the work order. The attainment of knowledge about paraphrasing helped me in my
professional career wherein I was well able to present the same thought and
understanding in the same manner but with the usage of alternative words and
language.
In the light of existing knowledge, I got to know that I need to make development in my
paraphrasing skills since this is important to be considered in academics wherein it
would further be able to showcase proper understanding about the source well enough
and hence it could be presented effectively (Van Ginkel et al., 2020). Apart from this, it
could also be noted that through paraphrasing of the content, I would be able to
reinforce arguments in an effective manner while undergoing the development of my
communication skills too. The module helped me in understanding briefly about the
concepts involved while implementing paraphrasing along with giving me an idea as to
how different techniques are involved in order to paraphrase the information in the
right manner. Further, I got to know that in order to make improvements in my
paraphrasing skills, I would try to read more of books and make notes as well as check
on the work implemented in order to know that the right attainment of information
made based on the content provided (Pastuhova, 2018). In addition to this, I would also
try to keep a proper check on my understanding level as well as make sure to put the
text into work as this would help me in the right completion of the information as per
the needs. Overall, it could be said that active experimentation will be made by me
wherein I would come to modify the concepts in a good manner and hence be able to
gain success and required growth professionally.

PUBLIC SPEAKING AND GIVING PRESENTATION
This is also one of the important skills that are required by me in order to further excel
in my personal and professional career in an effective manner (Ochoa and Dominguez,
2020). Through the module implemented I got to gain knowledge about public speaking
and presentation skills wherein public speaking could be stated as the act or the process
of forming speeches in public whereas presentation skills could relate to abilities that
an individual required so as to ensure that delivery, engagement, informative and
transformative presentation of ideas and knowledge among others. I got to know
that for making a presentation effective, it is very important that I gain confidence, the
right body language, creativity, and the right delivery of the information as this would
help me in engaging the audience effectively (Takac et al., 2019). In addition to this, I
implemented effectively the reflective model that further helped me in gaining an
understanding about the importance related of presentation skills as this will help me in
keeping up my thoughts and perception among others as well as sting the required
information in an effective manner. With the proper analysis made with the help of
Swot analysis as well as through a personal development plan formulated, I got to know
that there is improvement required to be made by me in the field of communication
which would further help me in the development of presentation skills and help me in
speaking among the public easily. The module helped me in understanding about the
ways I could be able to make improvements in my presentation skills such as by
understanding the audience base effectively, rehearsing of the presentation to be
implemented, keeping right watch on my body language as well as keeping up control of
my voice and tone as these aspects play an important role in creating a right impact on
the audience base effectively. Also, from the data collected by Numan Khazaal (2019), I
also got to know that for the attainment of command over my presentation skills, I need
to properly plan the information I need to convey to the audience, prepare for the same,
remain consistent, practice as well as then undergo its application as this would help me
in the attainment of positive performance and growth.
Overall, from the data collected and from the lecturer`s feedback, I got to know that my
presentation skills are weak and this is mainly due to the fact that I have not attained
proper command of my communication skills as well as having fear of public speaking and
hence in order to improve these, I will have to make sure that the right activities and
practices take place that could help me gain success.

CONCLUSION
Overall, from the reflective report implemented here, I got to know that there are
certain areas that need to be improved by me that could help me further in the
attainment of the required job in an effective manner. Through the help of smart goals
formulated, a swot analysis made, and a personal development plan formulated, I got
to know that I need to develop a proper understanding of in terms of my time-
management skills, summarizing skills, paraphrasing skills as well as presentation skills
and so I would also make sure that the right application of strategies, techniques, tools and
activities are implemented that would help me remain updated with the right
knowledge and understanding through which improvement in my skills could be made
effectively.
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