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1. Introduction

 The purpose of this report is to reflect on several academic and employability skills which is time managment, summarising, research skills from the term 1 and how to write good CV and cover letter from term 2. This will be done by using Gibb’s model of reflection and following the next stages: description, feelings, evaulation, analysis, conclusions and personal action plans.


2. Time managment
Description
„Good time managment is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension.” (Morgan, 2017, p.52) I have learned about how important to use my time effectively not just in the workplace or study but my personal life too.
Feelings
I felt very useful this topic because under the class I was some recognition what I am doing well but what need to develope. My negative feeling actually not was so negative just realized those emotions what I went through when I felt myself under the water because too much to do but not enough time.
Evaluation
In the class with the lecturer and the other students discussed about the balance every aspects of our life in time managment. It was interactive and meaningful because everyone felt the importance meaning of this theme what will be with us for quite a lifetime.
Analysis
For me, the useful learning elements were how I can organise my time give priority for the urgent tasks first and if possible do one thing in one time is better. If I not organise my tasks well it cause unnecessary stress so good point use some helper tools like write a short or/and long term list about the tasks.  

Conclusion
Sometimes I struggle schedule my time well especially if I don’t like those tasks. Having analysed my experiencies I now think develope my skills in time managment and improved my knowledge of how to do this. This means that I need to gain skills like well organising, self control, flexibility. 
Action Plan
First of all I have to write a list about my tasks and separate what is priority or not and from the priority have to choose what is urgent and important. Useful to write a list for every day or a week.  This list need to include the personal and professional tasks. When one task is ready from the list I give a tick and keep doing this all day and week because when I see I have done everything give me a success feeling.

3. Paraphrasing and summarizing
Description
Last term I learned about paraphrasing what is mean any particular text put into other words but the same meaning. The other theme was the summarizing where any kind of work or idea explain the main points with my own words without missing any parts. This practice useful to write somebody else thoughts avoid plagiarism.
Feelings
I felt very useful this two methods but, honestly was hard to me and not still changed. It reminded me of that my english language needs to be improved what I knew that before. It frustrated me because it cost more time for me. Of course this is not the lecturer fault.


Evaluation
We practiced a lot different texts paraphrasing and summarizing and we got feedback about this. I felt the most students including me not really understand first this tasks. I think it was the hardest part of this modul for everyone.

Analysis
Most importantly, I learned that this is a very useful way to demonstrate my ideas and use other authentic sources. I have slightly improved my skills and knowledge in paraphrasing and summarizing. Now I know I need to improve my academic English. I will then write and speak with more confidence and improve this task as well.
Conclusion
Having experienced this modul I have significant want to develop my knowledge of academic English language and practice. Next time when I to have to apply this method again I wanna feel more confident myself in this.  
Action Plan
I need to ask help from a private English teacher to improve my English language and practice the paraphrasing and summarizing. This will be improve my confident in English language.

4. Research skills
Description
I have learned about this research skills module what is help to collect information about the subject what I am interesting. Writing an assignment need to find several information and the different type of research model help in this. There are desktop research, interviews, surveys, case studies. The research sources could be primary (interviews, letters, diaries, surveys etc) and secondary (textbooks, articles, journals, papers).



Feelings
I felt the module was very informative and gave me several tools to find information for the academic writing and my private life. It was informative but a little bit dry because of the theme.
Evaluation
The lecturer was informative and interactive with the students and we practiced our research skills in the class. We got a theme and had to looked for information online and the online library. Couldn't practiced other research method but we watched some videos from YouTube. We discussed about reasearch and how to do it with which method.
Analysis
I have learned of this module how can to find the relevant informations what I am looking for. This kind of knowledge is very effective with my assignment and the future academic work. The methods what I have learned could be useful in my future work what is in the business sector.
Conclusion
From these methods I am using the online searching most of the time. I have to practice to use the other sources because there is a lots of case is better and more relevant. Example I am doing a research for a startup business online reseaerch is not enough, I need statistic results too.
Action Plan
I am planning my own business online so this is a good chance to practice more research skills method. I can use online survey in the different social media ask the people about their needs. The Google Trends help me to search with graphs to know how many people interesting in my products and where. The personal interview is also an option ask the local people their needs. Collect the informations I can make excell tables about the results.


5. CV
Description
„A CV is a document aimed at onvincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.” (Morgan, 2017, p.339) This section of the module aim was to teach to write a good CV and gave some tips about the content.
Feelings
For me this was one of the most useful topics in this module and I have learned several facts especially about the UK working act law and practice in this case. The vibe of the class was very good and I felt is everyone got useful advices.
Evaluation
We discussed in the class about who have writen CV, what information put in it. Collected our knowledge and completed the missing or wrong directions. The lecturer was helpful and gave a good guidance about the task. Offer us to check our own CV and some student took the opportunity.  
Analysis
I have learned a lot in this part of the module but I finished some course about CV writing in my country. I knew before the in the UK the CV information is different. I have written CV both country but I got new information how to do better my UK CV. Example I didn't know if the employer ask reference about me from the last workplaces I have to right to see that. Other example, not always good to put my adress on the CV if I live an under rated area. My CV is 3 pages what is too much. For me was very informative and practical.
Conclusion
I am looking for work at the moment so for me is a very good challenge to renew my CV with the got advices.


Action Plan
Renew my CV I will be use the advices what I wrote above and I do a personal SWOT analysis. I write what is my strength, weakness, opportunity and threat. This analysis will give me a good picture about myself and how can I adapt in my CV.


6. Cover letter
Description
„A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.” (Morgan, 2017, p. 339). I have learned from this theme how important the right cover letter with the CV together. The cover letter include the information why I am the right person to the job what I applied. 
Feelings
I felt myself the same like on the CV class but I don’t got so many new information as before. I finished in my country a course about it and the information was the same.
Evaluation
The lecturer was very informative and helpful again and connect this part with the CV. Discussed with the student again what their knowledge about the cover letter and I think the most of them not really knew. Together opened up the missing informations.
Analysing
I have learned from this part of the modul how can I integrate my relevant work experiences and/or personal skills when I apply a job. I have to write why I am the right person for that job and what can I do for this workplace be better.
Conclusion
When I apply a job I need to think what is my relevant personal skills and experiences.


Action Plan
I need to do SWOT analysis what is my strength, weakness, opportunity and threat for the workplace where I want to work.

7. Conclusion
I have learned a lots of useful information and practice in several themes: time management, paraphrasing and summarizing, research skills, writing good CV and cover letter. I can use some of these advices not just in my study and work but my personal life too. I think very worth to apply this course and the knowledge what I got give me a good chance on the labor market.
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