1. INTRODUCTION:
All modules were taught via’ Teams’, a chat-based collaboration tool that provided global, remote and dispersed teams with the ability to work together and share information via common space. Teams can also be fully integrated with other services, such as Skype and SharePoint. 
My report reflects on my learning in Summarising, CV Writing and Online Learning Experience modules I learned in class. I chose these three modules as I felt that I was able to relate to them clearly.
My report discusses and reflects how useful each of my chosen topics has been to me. 
I have considered my own experience and my own studies.
I used the Gibbs Reflective Cycle (1988) Model of Reflection, we were taught throughout the course.
A general overview on how I put this report together, I first really looked at the question and task to understand clearly what needed to be done.
I had to ask myself what is an Academic Report and how is it different from an essay?
Writing an academic report is different than writing an academic essay. In this report I have used the most used sections in an academic report. 
In this Academic Report I provided the set of actions I took to research the task 2 question.
I did a little research on the internet to look at how a report is normally presented.
I then reviewed the Model of Reflection looking at some advantages and disadvantages.
Following my introduction, I have discussed the Model of Reflection and used it to discuss each of my chosen topics separately. I then came to my conclusions, and put into my report, the list of references and appendix.








2. MODEL OF REFLECTION
My report uses:

Gibbs reflective cycle (1988)
[image: Gibbs reflective cycle OT]
These are the advantages of Reflection Models:
I found this a meaningful tool and I asked myself why should we reflect?
I found that applying this to my three topics was useful for helping me to manage my personal changes.
It also advised me;
It gave me more understanding of my work.
It helped me to put my work in order.
It helped me to overcome problems.
I learned from it.
It helped me to understand my personal value systems.
It helped me to develop critical thinking skills.
These are ways that I should not use Reflection Models:
I realise I should not think this is just learning for the course but use the skills I have learnt now and in my future.
Unwillingness to think about the way I have done things.

3. SUMMARISING
Summarising is defined by Google as a brief statement of the main points of something, re-stated in your own words, e.g., you may write a summary as a stand-alone assignment or a part of a longer paper.
This course taught Online via Teams as I said in the introduction, has taught me to put things together as each week went by.
Having gained experience through the different ways of learning, for example, group discussions, course work, Online tutorials, on reflection I have accomplished a lot. 
I have expanded my education, which I would apply in my professional Business (Hair Dresser) and personal life, now and in the future.
In ‘week one’ of the course, I have learned about, skills I have and skills I don’t have.
I discovered that I am good at teamwork, participating in group and individual discussions. 
I learned the importance of creating a ‘to do list’ to help structure my time.
I felt that areas that could have been strengthened, are my note taking in class, now having to write this report, I had to rely a lot on my memory. Lucky for me I have a great memory.
In hindsight, I felt I was way behind because I did not have a Laptop at the start of the course. Although I had the latest up-to-date Mobile Phone, I was still unable to join in certain areas of my course. I discovered that ‘Teams’ does not work as effectively on the Mobile Phone as it does on a Laptop.
However, I felt that we had very good tutors, who understood the situation and made allowances for the work to be done. 
I have begun to read and use the Study Skills Handbook by Stella Cottrell, which I would never have done before coming to this University. From the little I have read so far, I have seen it is an amazing book, full of information, informative charts, tables, checklists for important events and all kinds of useful tips.
I have learned about words or phrases, vocabulary, grammar, what is a clause, compound and complex short sentences, I have learned about references, paraphrasing, which I am still learning about.
I have also learned about reflective writing, which is not so clear to me as yet.
This online course is everything to me as I am learning how to use the Internet and data and computer.
This will help me as am about to start up my own business.
As time goes by things changes and software updates rapidly.
At this University the Teachers have been very understanding of me so far, and are very clear in whatsoever subject they are teaching, and I have met a lot of friends from different countries, which I liked.  Hopefully things will get better for me on this course and as times goes by, I hope to achieve my ultimate goal in the course, which is to have the Certificate in Higher Learning/Skills for the Workplace.





















4. ON-LINE LEARNING EXPERIENCE
On-line learning also referred to as distance learning, is an alternative route to study a degree course offered by a University. Instead of attending lectures and seminars on Campus, you study at home or work.
All teachers, materials and support are delivered online.
However, I can honestly say that my online learning experience has been a positive one.  In these times, where there are a lot of Virus, such as Corona, it is obviously a very unique time and online teaching, is the most effective method of self-isolating. 
Online Learning is continuously evolving. There is much to learn, because covers every and any subject and my experience has not caught up yet. There are a few more things I have time to put together as my future depends on it.
How I made the most of online teaching, I made myself watch videos, this helped to keep me motivated, I also read a lot, browse through every little thing that I put my eyes on, that was on my to-do-list. Every moment I got; I would visit an online search that would help me to improve. I asked, asked and asked questions, just to make sure I got the best possible understanding of my work.
Finding motivation and structure can be challenging at the best of times. This is especially true when staring at my notebooks not knowing what to do, but this university course has provided a perfect structure for me. I had been on auto- pilot for the past few months.
My personal experience is that I was sometimes bored of watching pre-recorded lectures. 
Lectures are the system used by the University to share video’s contents alongside any relevant power point slides. Documents and Audio attached by the (a bit boring Lol).
Online also helped me learn about seminars using ‘Zoom Meetings’ and ‘Teams’.
One of my projects required group work which there was a lot of ‘Face-time’, ‘WhatsApp’ calls. There was also exchanging of ideas which at first, I found very difficult.
What I liked about online learning was the fact that I could study at my own pace and work with my course material that were adapted to my needs and learning abilities.
I am really opening up to this online learning experience as I am about to start up my own business, and as the future changes online changes too, everything going digital. By learning I am keeping up-to-date.
I can proudly say I am enjoying my time online as I am getting better at technology.
As a parent, while supporting my daughter’s study and activities. Particularly in the event of School closures during pandemic, Primary schools offered to cover her school curriculum and activities that was varied and engaging online, the online experience, I gained while supporting my child was useful. 
Drawing from my own work experience as a Hairdresser in I have used Online Learning to create styles, to research products in order to buy them, I have used it for marketing. I have also followed up on current trends of hairstyles. 


























5. CV WRITING
A Curriculum Vitae, commonly abbreviated to ‘CV’ is a document used when applying for jobs. It allows you to summarise your education, skills and experience. It enables you to successfully sell yourself and your abilities, to potential employers.
It is also a marketing document to sell myself.
When I was trying to sell myself, on my CV, I found self-reflecting very important.
I thought about my past, the school I had attended and the education I had received, I thought about my qualifications, my personality, strengths, my goals and my ideal workplace.
This is why coming to the university has helped me to understand, as I have never done one before. 
I have gladly learned to put my CV together from this, my course.
I have put my CV, an example of what the course has taught me in the appendix. 











Firstname Surname

• Address: 
• Tel: 					• Email: 
Profile


  
Personal Statement:             ‘If you are seeking …………’

Professional Summary:       I have …….. experience
Key Skills



  	Work Experience




Job Title –	MM/YYYY – MM/YYYY
Industry – 

Description of Duties: -

· 
· 
·         

	Education


	
Secondary School – 	MM/YYYY
	References



References are available on request




6. CONCLUSION
On reflecting on Summarising, CV Writing and Online Learning Experience I have learnt things such as: -
· Different ways of working
· Expanded my Education
· Enhanced my English
· Organisational Skills
· Successfully selling myself and abilities
· Finding motivation and structure
· Learned how to work in groups
· Learnt how to create a ‘to-do-list’
Advantages to Online Learning Experience, were that I could work at my own pace from the comfort of my home.
All of these findings, self-evaluation or reflections, particularly in the areas of strengths, weaknesses, goals would need to be reviewed regularly, as I feel as I go through this course I am constantly growing. I have learned that I should never be afraid to ask questions, it has helped my development.
On asking myself what more could I have done, I can only think of taking more notes, in the classroom.
I could have encouraged more discussions with classmates or work colleagues prompting honest feedback, opinions and comments around our shared class work (modules of work).
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8. APPENDIX
https://lifelonglearningwithot.wordpress.com/2016/05/02/different-models-of-reflection-using-them-to-help-me-reflect/
Gibbs Reflective Cycles (1988)
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