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1. INTRODUCTION

I will like to take the opportunity, to express my understanding and knowledge which I received while attending the university of (Wales Trinity Saint David) at Winchester House. Furthermore, I will briefly explain the importance of these 3 topics, which I have learnt while attending the classes on weekends. The topic I will be mentioning on this essay, is the importance of time management, CV writing & cover letter. However, this will be a brief definition of my understanding and knowledge of why it is important to use these topics to my day to day lifestyle and possible to use them towards my work life as well. I personally believe that while learning this from my lecturer who explained each and every topic in full details and precision, this has allowed me to use this in work life routine and I must say has improved as an individual.

2. IMPORTANCE OF REFLECTION

The importance of reflection is to self-reflect on your own emotion, feelings, thoughts and action, for example by going back to how you change your daily routine by making little changes where as needed. Everyone who self-reflects takes most of the time thinking where they could improve or how they could make it better by organizing the daily lifestyle. This is a skills, which I was unaware of while attending the weekend classes it allowed me to rethink and express my inner reflection and understand what could’ve been greater and how I would resolve each and every situation which may come my way. This is a prime example, making sure finishing I essays and PowerPoint presentation on time. However, to remind myself on submitting the essay and PowerPoint on time and see if there is any changes required so I don’t miss the deadline date. 

2.1 DRISCOLL’S REFLECTION MODEL

Further to my studies we were taught about reflections models and how we can apply them on our assessment or to choose one will use and follow the structure of the framework of reflection. Our lecturer was showing us three different types of reflection model we can use they were Gibb’s reflection cycle, Kolb’s experience learning cycle and Driscoll’s model. As you may be aware while reading my reflective report, I chose the driscoll’s model as it was a safer and easier option, whereas it allows me to express my feelings and emotion properly. For example, the structure of the driscoll’s model just as simple as you think, it starts of as (What, so, what and now what). These are the three steps you must follow to write any sort of essay or assessment. As for myself it was really hard for me to follow the three steps, what I will do from now on is to structure and brainstorm and be well prepared and not do everything last minute.





3. TIME MANAGEMENT

In addition to my further studies, we were taught time management at uwtsd, whereas it is a key factor of life. I will briefly explain this in few words as I am studying this Moodle in class. First and foremost, I was surprised on how time management relates to every individual. At first, I didn’t know what that meant I was finding it a little hard to digest. As I thought I was doing time management my whole life. While studying this topic went back and released that what I was doing was totally wrong, time management does not only mean you only manage your time it allows us to more organised and be prepared. After some thought and consideration, I will be more prepared and organise my day to day work life and personal life to make it better and if needed make changes. Time management is a skill that can be learned, and when done so can make life less stressful and productive.

4. CV Writing

I was very amazed by this topic as it was very interesting, this is because our lecturer decided to teach us about CV writing on last day of term. Whereas it showed me a bigger picture and a high margin on why CV writing is essential. This is because CV writing is a professional resume where you will be sending your CV to many employers who are advertising for varies type of job roles. While learning about CV writing, on how to improve and structure your CV properly so it looks simple for an employer to consider your application. So, what I will be taking from this lesson is to go back restructure my CV and shorten my personal statement, possible try to change a few pointers and bullet points on my work history so it looks more appealing and professional. I will also send my CV to my colleagues and family members to get a effective feedback on how to improve or if any changes or spelling grammar needs to changed.
[bookmark: _GoBack]
5. Cover Letter

While learning his topic in class our lecturer covered the bases of a cover letter. In my understanding of what is a cover letter, it is a letter that accompanies and introduces your résumé of curriculum vitae. It explains in simples how your experience, qualifications and personal qualities make you the right person for the job. While a CV on its own simplify on what you have done, the cover letter highlights and expands on those things you have done that are relates to the job. In effect it allows the employer to read and understand your experience you have on your CV. The cover letter is of critical importance. Furthermore, the employers take the time to read your cover letter first. If they are not interested or amused, they will not even look at your CV, no matter how your CV looks. In this modern day of age most employers don’t ask for a cover letter as all your experience’s is on your CV and they look at the lace of work experience you have and the knowledge. However what I would be doing is to update my cover letter, probably make some changes add a few more paragraphs if needed to express my interest in other type jobs who may require an cover letter with my CV. 




6. PRESENTATION
My presentation was all about civil service jobs, at first it took me time on what was going to present in front of the whole classroom. However, after a long time of thinking and speaking to my lecturer it gave me the confidences and some idea to think about what I was going to present. As an individual and working from Monday to Friday I found it very difficult to manage my time on doing any class work from home or my presentation. It took me a few hours to brainstorm and put my ideas on paper, then on PowerPoint. In addition to that I forwarded my work to my lecturer who kindly previewed my work and took the time an gave me feedback on what I needed to change and submit my work. On the day of the presentation I will happy that I was able to make the audience, understand what civil service jobs is and how or where you can go apply for a government-based job. I was upmost pleased how I presented my presentation to the class; it allowed the other fellow students to boost the confidence to go present their PowerPoint.  
7. CONCULSION

The moral of this conclusion is that I will be using these essential parts of topics in my day to day lifestyle. This is because, while studying at the uwtsd it has shown me the bigger picture and the importance of it. It has allowed me to understand how to use them particularly at work. Furthermore, it gave me the confidences to these materials at work, I can say my work has much better. It has improved me as person, it allowed me to express my motion and feelings. As a person, I can say I am fully confident enough to use these as practise also to share my knowledge and experience towards others around me. The university has given me a platform 
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