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Introduction
According to Maund et.al (2017), the ability of reflection is crucial during the process of thinking and learning from situations occurred in our lives. It is proving that reflection empowers self-knowledge and collaboration, as well as, increases creativity and flexibility, dedication and motivation. Some scholars and researchers approve the use of Experiential Learning as a process to implement reflection as it was evidenced that it is beneficial to the absorption of information and to gain knowledge.  
Moreover, the development of knowledge about yourself whether in personal or professional areas through reflection, allows the growth of information and consequently promotes the modification of behaviours and approaches (Osterman and Kottkamp, 1993). Reflection can be defined as the step back to reviewing or analysing recent events to comprehend the past and improve future experiences on the same field (Cano and Lidon, 2010). 
This report reflects some subjects learned during the first and second terms of Academic and Employability Skills module connected with Schon and Kolb’s Experiential Learning Models. The analysis of the Schon and Kolb Models of reflection will help express the difficulties found during first and second terms and the chances made, or solutions obtained to improve actions on subjects such time Management, paraphrasing, cover letter and public speech.
[bookmark: _Toc39409310]Schon’s Experiential Learning Cycle
This section of the report uses Schon’s Experiential Learning Cycle to produce the necessary content of my reflection related to time management and paraphrasing. Through the Schon’s Models aims to explain, the connection between gaining of knowledge and the intra-awareness by applying the reflection-in-action and reflection-on-action (Anderson, 2019). Reflection-in-action occurs during the realization of a task where the actions are analysed and adjusted, changing this way the outcome of the present task according with each individual experiences, abilities and competences (Wain, 2017). In contrast, the reflection-on-action which require a reflection on after the actions in order to understand some points of unexpected outcomes or errors along with improvements made during the action and as result the new information will serve as guidance to the future actions (Comer, 2016). 
[bookmark: _Toc39409311]Time Management 
In western countries is a feeling of time insufficiency (Hellsten,2012) and lack of control over it, but instead of acceptance of the inability to managing time, people have tendency to ignore it. Time management is the predisposition “to structure, protect and adapt time to calendars, schedules, holidays, semesters, clock time, and weekend” that can be adjusted according with the priorities and discipline as to minimise distractions that consume time and energy needed to the main activities chosen (Aeon and Aguinis, 2017). 
I consider myself exceptionally organized with my time, around personal and professional activities such as job, time to spend with friends and family, but my new occupations (attending classes, studying to improve the English language to do better on assignments) brought new challenges that only can be crossed over if prioritizing is my priority. Additionally, in being very organized I could finish the first term assignments without increasing stress over myself, therefore, I prioritized my studies over work, family, holidays and small pleasures in order to submit them on time. Actually, without realizing I went through Schon’s Model during completion of the first term essays and I actually used reflection-in and out-action. In the course of that period, I adjusted my timetable to extend the time to study and during the process I rearrange my timetable - reflection-in-action - because the modifications done to finish the assignments was not enough like I planned because I realized that the research and paraphrasing were more time consuming than predicted.
Reflection-on-action was performed in reflection of the first term assignments and in the time needed to study used on second term. I could understand the importance of planning, taking in account unpredictable events that came across during essays as also the importance of the accurate calculations of time spent to complete them. In result on the second term (which is this one) I placed even more time on my timetable to follow the essential steps to complete the University’s works on time because I know now that unpredictable situations happen all the time.
I found challenging to establish schedules to study, since I have difficulty to prioritize the research time. Yet, since the reflection-on-action research, I realised that I needed to push myself to reach the goals that I self-imposed as to gain more time studying without stressing about deadlines.   Moreover, I had to refuse the things that cause me distractions or took time from my studies such as overtime at work or friend invitations to interact within other events, as to prioritize what is really important, not only study but myself as person. 
[bookmark: _Toc39409312]Paraphrasing
Paraphrasing is directly connected with time-management because more time has to be spent reading if the objective is to improve the paraphrasing skills. Moreover, (Hagaman and Reid, 2008) suggest that reading is a crucial requirement for mature people as also crucial in academic studying and paraphrasing tactics expand reading interpretations. 
Paraphrasing happens to be one of the most challenging topics so far on this academic year. Rephrasing other people words without losing contextual meaning (Gahan, 2018) is harder than I thought, but  the practicing helps acquire more vocabulary and avoid plagiarism which means the appropriation of others people words and ideas (Gahan, 2018), for that reason is so important and recommended the improvement communication skills as to improve the grammar and acquire vocabulary. Also, because English is not my first language paraphrasing becomes even more difficult to accomplish. 
Although, the two years I spent in college help me to improve grammatically and in gaining vocabulary, some more work needed to be done as to reach the necessary level required to be successful academically. The adjustment made on reflection-in-action was to increase reading time as I was training my paraphrasing skills in order to complete the assignments and improve grammar and gain vocabulary, as the study of grammar and conjunction words helped me elaborate bigger and well-structured sentences along with the extra vocabulary. The reflection-on-action made me draw some conclusions that will help me with the future assignments. My interpretation is that learning is an endless job one you wish to perform better each day, even so, by inputting a bit of effort and prioritising time can bring markable results and accomplish bigger achievements. By doing so, I can enjoy the effort done when I am writing assignments in less time than before or verbally express myself faster, clearer and more concise, as well as, learning the different paraphrasing structure used by authors that assist my understanding about the subject. Paraphrasing was not the topic on Academic and employability Skills that I most explored, however, I can realize now that it is one of the most important points to consider within the mentioned Module.
[bookmark: _Toc39409313]Kolb’s Reflective Model
From the second term of Academic and Employability Skills I have decided to use Kolb’s Model to write my reflection about cover letter and public speech. 
Kolb’s Reflective Model supports the understanding formed through revision of events occurred through the execution of the 4 steps from Experiential Learning Cycle (A. Konak et al.,2014). The 4 stages designed by Kolb aims to explain the effectiveness of the model in the process of learning (Wain, 2017).
The 4 stages of Kolb’s Cycle are
· Concrete Experience: It is the action in itself experienced by an individual;
· Reflective Observation: It is the reflection of an occurred event; 
· Abstract Conceptualization: The reflection leads to interpretation and understanding of the event;
· Active Experimentation: The conclusions and lessons taken from the process that are be applied on posterior experiences (A. Konak et al.,2014).
[bookmark: _Toc39409314]Cover Letter
The challenges of searching for new jobs opportunities can start with the creation of a perfect cover letter that defines the attention drawn to specific candidate of a company or network, as to be contacted for an interview or possible recruitment to the position applied (Beatty, 2002). An engaging cover letter passes on to the employer as a summary about of the candidate to applied position, also, it should not be a repetition of the CV but should complete it and improve it (Morgan, 2017). Moreover, a “well-written” cover letters show a potential meticulous and dedicated employee, leaving this way a good impression on the reader (Beatty, 2002). 
Cover letters standard format is divided by a few steps such as: 
· Let the employer know the job position spotted, how it was found and the interest to be employed;
· Description of skills and abilities that draw attention for employment;
· Description of the work experience and Academic achievements;
· Should show interest to be interviewed;
· Should demonstrate the gratitude for the analyse of the application.
Furthermore, the cover letter must be small, straightforward, formal and void of sentimental adjectives. In addition, the final salutation has to follow the standards letters rules (Morgan, 2017).
[bookmark: _GoBack]Previous to this module I had an idea that a cover letter was necessary for job application, but did not know the importance of it, as until today never had to write one. The attempt of writing a cover letter under the class’ exercises was the action experienced that made me reflect about it and conclude that I had to go deep on my research to be able to write a good cover Letter for my future work applications. The result of my reflection it was the commitment to learn more about cover letter and reflect about my strengths and skills, as to be able to describe myself on a cover letter. Other aspects that can be analysed are the accomplishments, knowledge and improvement gained to transform myself in one asset more valuable for the Company that I work or for the Companies that I aim to work.
[bookmark: _Toc39409315]Public Speech 
The understanding of cover letter made me reflect about public speech as well called as public speaking or presentation. According with (Morgan, 2017), public speaking is a speech of a particular subject that meant to impact the audience in some way. The audience, the scene and how long the presentation will take place are checked before the production of the text itself (Sagadin,1993) along with the purpose of speech (Morgan, 2017). Moreover, oral presentation, verbal and non-verbal expressions are developed according with the audience and purpose of the presentation to create the right environment (Sagadin,1993).
After my first academic presentation and after the feedback given over an online practical exercise, I could reflect about my skills and development on public speech. So, I have learned that orally, the speech has to be fluent, articulated, and clear. Plus, well-constructed drafts of the speech depends on audience to be formal or informal and the non-verbal factor as tone of voice, right speed of the speech, body language can be influenced by the stress of the mission (Sagadin,1993) or lack of speech’s practice (Morgan, 2017) which I had experienced on my class presentation. I knew that the speech has to be done laud enough and clear, but I did not know the importance of a brief pause during the speech. In addition, I have learned the importance of the posture, tone and body expressions. On the other hand, I gain tricks to adapt and engage with different audiences. 
Finally, I realized that speaking in public is more complex and challenging than I expected and the cause of my stress during the public speech. I consider myself very confident when speaking in public. During my whole life I was admired for my good posture, intonation when presenting or explaining something. However, on my first academic presentation I got more nervous than usual and consequently very stressed because it was to deliver the speech in English that is not my mother tongue. Thus, the conclusion that I take from the feedback and my reflection is that is important practice vocabulary and speech because training speech’s helps to build trust in yourself which facilitate dealing with stress (Morgan, 2017). Even so, I feel very present the improvements made during these two terms and I am confident that I will improve further until de end of this academic year.
[bookmark: _Toc39409316]Conclusion
Reflection is an important tool to understand and absorb the contents learned. The application of those Experiential Cycles of reflection in academic assignments help to self-assess and to gain the perception of topics explored in this report. Managing time to study, not only but also, to gain paraphrasing helps students to develop skills and improve academically as to have a higher employment value. Likewise, modules as cover letter and public speech boosts awareness and builds confidence to face future interviews or speech’s, transforming ordinary people in desirable assets for Companies. 
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