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[bookmark: _Toc70943816]Introduction
In this academic report the personal learning will be analysed using a famous module of reflection studied in this Academic and Employability Skills module. In order to use and explain the module of reflection it is essential to consider three topics learned during this module, the chosen topics are based on the importance and usefulness considering the topic’s personal knowledge and the experience of them in everyday life outside the classroom, and each topic will be applied to the module of reflection. Finally, a conclusion will be made by the analysis in this report based on the module’s learning.
[bookmark: _Toc70943817]Reflection of learning
The analysis of this report aims to identify the learning obtained from this module. As mentioned, one of the model of reflection studied in this module will be explained and how it is important in order to examined the personal experiences and the own skills with the aim of learning and improving. 
The are many reasons why reflection is important, one of the main reason of thinking skills is to understand obstacles, this includes having a wider range of skills. Learning from experience acquires new insights this is known as reflective practice. Reflecting, help the ability to solve problems, encourage innovation and develop an understanding of different perspectives and points of view. As awareness increases, the person will become more curious and will be able to explore many aspects. Everyone could get benefits from the Reflective practice, the main benefits are: make a person innovative, confident, committed and responsible. Reflection initiates a process which will improve the quality of learning and also this will help to focus on the learning process. (Education Cambridge International, 2021). It is understandable that reflection helps people to improve their skills, this applies to everyone, increasing confidence and innovation and it will be able to overcome the obstacles that arise not only in the study or workplace but also in the everyday life. In addition, three topics studied in this module have been chosen, each of them is based on the personal knowledge and learning achieved outside the classroom. For each topic described, it will be applied to a module of reflection. 

The three topics will be explained individually, they were chosen based to the personal background and the experience taken outside the classroom. The topics chosen are: Time Management, Summarising and CV Writing and as mentioned above, a reflection module will be applied to each topic and will be also explained.


The first topic chosen is Time management, a method of managing time effectively and obtaining the best results of the work done. Being productive comes from a correct time management by planning it in the best possible way. Only by effectively organising priorities, times and deadlines will be possible to optimise time. Time management is the management of working time in all its aspects: from understanding working times, to planning, up to execution. Some studies have found that people can only use time efficiently and productively if they are set in short and long-term goals, keeping time records, prioritising tasks, creating to-do lists, and planning and organising their own workspace. This includes short-term planning, long-term planning and timing. (Grissom Jason A - Loeb Susanna - Mitani Hajime, 2015). Time management topic will be apply to the  personal experience during the supervisor position, that is when it was fundamental, each work task was associated with time management structure, that was the key to success.

The second topic chosen is Summarising, it is important to understand and know how to summarise a text, get the keywords and eliminate the unessential. Create a small text by extrapolating the most essential parts of a wilderness that is lagging means summing up. When summarising, is essential that the text must be homogeneous, one must understand the meaning by generating the same logic and therefore speak of the same story. The summary refers to the re-elaboration and synthesis of a larger text, and instead eliminate the superfluous. Some steps can help to summarise. First, to get a general idea of ​​the content, second notes can help. With the right notes create bullet points, inserting a keyword so as to reconnect with the idea. Also, bulleted lists are a great format for summaries to ensure comprehensibility for other people as well. And finally, the summary should be a short outline but consistent with the original, leaving out any unnecessary details. (Mind Tools, 2021). These are the main actions for a better result for the future events. Summarising will be apply to the own personal experience, when in the position of supervisor for a restaurant it was necessary, at the end of the day, to describe in key points and in a shortened way the entire day spent, the summary was sent to the owners of the business.

The third and last topic chosen is CV Writing, a fundamental topic for many people, which they use every day for their career. Writing and having a good CV is important to get job successes and nowadays, it is more difficult to get a job due to the high qualified people in any sector, that is why a great CV that communicate the personal skills is required. The CV is used for recruiters to understand and get a fairly precise idea of ​​the candidate they are dealing with, it also serves the candidate to present himself in the best possible way by highlighting the skills and even previous experiences. CV is an abbreviation for curriculum vitae. The word curriculum vitae indicates a document that is sent to employers when applying for a job. The first step before writing a CV is to think carefully about the unique strengths and where they would best apply them. This is an exercise that will boost confidence and give an idea of ​​the career pursue. Must think about the key points that are looking for: the most common can be teamwork, problem solving, analysis, self-motivation, organisation, leadership qualities, communication, interpersonal skills and IT skills. These strengths will need to be provided with examples of how they have been used and structured them with what the recruiter is looking for. Also, it could be a good practice to have someone to check the spelling, grammar and punctuation of the CV, this could be an extra help because "you will never have a second chance to make a first impression" (Corby: Institute of Logistics and Transport, 2010).
CV writing will be apply to the own personal experience, having a good CV writing has been important to get new job positions and improve the career. 
[bookmark: _Toc70943818]Gibb’s Reflective Cycle
One of the most famous methods of reflection is Gibb's Reflective Cycle, it is composed of six main points, the description of a event which it is necessary to reflect, feelings had in that time  and how these influenced the event, evaluation of the experience in the event and what were the strengths and weaknesses, analysis of the past episode and understanding the experience from different points of view, a conclusion that rachides the event and finally a personal action plan which will to understand the mistakes made and improve them. 
The Gibb’s reflection module helps to learn over time by giving a more balanced and accurate opinion reflect on a past experience, with simple steps that are easy to understand, the first steps of the module serves to collect the facts that happened and finally the last steps will allow to understand how to improve and how to act. (Expert Program Managemet, 2019)
The chosen topics will be analysed using the Gibb’s Reflective cycle structure. 
[image: ]
Figure 1. Gibb's Reflective Cycle. Source UWTDS Lecture Reflective Writing.
Time Management
A range of techniques and behaviours associated with effective time management will be researched and identified in this report due to a personal experience. 
Time management was important in an event when in the supervisor position in a restaurant. The event is characterised by the large amount of demand from customers on that day which led to having the restaurant full of customers, myself as supervisor and a team of 3 waiters on the floor. That day the owner of the restaurant came for a visit during a particularly busy time that faced many customers in the restaurant waiting and a delay in orders.
In the own experience the best would be to set a short-term planning in order to manage the time with each customer and order.
The feelings were completely negative, because the owner was not happy at all with how the time management and the execution of orders for the customers were manage at that time, it was frustrating. Surely many customers have brought an excellent turnover day but at the same time it was a weak point because the team was not ready to manage such a large demand. It was a great day, even if time management was unsuccessful, this led to a personal experience of growing up in time management and how to deal with such situations.
To sum up, for a perfect time management, is required to: understand how time is used, apply a time management technique, analyse the results, improve the processes with the help of the right tools. 
This experience has obtained an action plan for the future, two fundamental points are, always create short-term and long-term planning of time management and ask for help from the same restaurants company in the case of short of staff.

Summarising
The topic summarising will be applied to the own personal experience and will be analysed with Gibb’s Reflective Cycle. 
On the own personal experience at work this was essential because in the case of manager who has to explain to the directors the achievements during the past week or month, it could be useful to summarise to get an overview of the main objects that happened at work. 
Reflection on an event that occurred when in the first conference call with the restaurant owner, it was necessary to summarise the previous week of the restaurant overview. The emotion won in this case and the result was disastrous. Many key points were not expressed during the call and the difficulty of summarising led to a long overview with many superficial points. Luckily the owner expressed his support, indicating that in the first conference call everyone is nervous and often fails, the practice in summarising and highlighting the key points will come with the day-to-day experience. The weak point of this event was the inexperience of it, which led to the event failure.
In conclusion, summarising is important for every person in the day-to-day life especially at work, this experience has led to research on how to summarise effectively.

CV Writing 
Have a good CV Writing lead to more job possibilities, this topic will be discussed and applied to the own personal experience. Personally, years ago the attention on a good CV was not important, so the job opportunities were not great, jobs opportunities in a city such as London are many and it is possible to achieve excellent results in the own career and have a fantastic job position, in a personal event, during an interview as a supervisor for a luxury restaurant the recruiter asked specific questions on the CV and highlighting important missing content on it.
The event generated a completely negative feeling and it was embarrassing to present a CV that did not match the company and position mission.
This event has generated an awareness that CV writing is the own business card and it is important to have a CV that is written in the best possible way with the main key points.
In conclusion, the event had during the interview has definitely brought the awareness of having an excellent CV writing, which will generate an excellent impression with the employer.
The key points of CV writing action plan are to present the experiences and skills so as to impress a recruiter by making sure to show specifically the reasons why a particular candidate is ideal for the position for which are applying, based on his training, his experience and his characteristics, have a CV writing that exceeds the standards, focus on strengths and have someone to check the CV which will share feedbacks.

[bookmark: _Toc70943819]Conclusion 
In conclusion to this report, it is clear that reflection is an important factor in the daily life of every people whether professional or personal, reflection is essential. As already explained, it is well-known that reflecting on time management can help to have an action plan for the future, create short-term and long-term planning and avoid wasting time, reflecting in the summaries will be useful to have an easy view of the events that have occurred or of what is being analysed and finally, reflecting in the CV Writing helps to present the qualities personal in the best way. Using a reflection model will ensure a better understanding into what is being analysed and using Gibb's reflection model will help to have a more accurate and balanced judgment within sex clear steps.
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