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[bookmark: _Toc80884590]Introduction
Every student studies and wants to get the desired marks from a module. I am continuing my study in the ACE module. This module is effective to improve skills and knowledge (Aslan, 2021). The target is to develop skills, knowledge and experiences in academic and employability modules. My plan is to become a restaurant manager. I have selected my future destination by analysing my personal SWOT, skill sets and my passion for the job. There are different skills and abilities required to get the job. I will improve some skills during the module. The selected skills and topics covered during the module are time management, communication, CV & cover letter writing. I think those topics are the most important for me to get the job. To complete the reflection report, I will use Gibbs reflective cycle. 
[bookmark: _Toc80884591]Gibbs reflective cycle 
Gibbs reflective model developed by Graham Gibbs in 1988 mainly focuses on learning from the situation. I will use this model in personal selection to analyse the topic covered during the module (Bassot, 2017). He described that a person cannot remember something if there is no reflection, feelings and thoughts of the topic. 
[image: Gibbs – Reflective Cycle Model (1988)]
Source: (John, 2021)
From different reflection models, I chose this reflection model as it included six different steps to describe the situation and learning. The stages of the model are a description of the situation or event, feelings, evaluation of the situation, analysis of the situation, conclusion and action plan for improvement. 
[bookmark: _Toc80884592]1. Time management
Description of the experience: I was not aware of time management skills how important it is for a student before continuing my university life. When starting my education in that course, I have set my goal and understood the importance of time management skills to get the job. This module gave me, different strategies and tools for how I could improve my ability to manage time. This course module included a presentation and a report (Cotton, 2018). I delivered a presentation on this course. There was limited time for the presentation in the class. Therefore, I know that there is a time limitation for the report. I could not complete my presentation before the limited time. Therefore, I have set 10 hours to complete the first part of the report and I could not complete the first part before that time. 
Feelings: I felt that the situation when delivering the presentation was going negative to me. It was important to complete my presentation on time. I know that I have to submit my report before the deadline. But I could not manage my time which would impact completing the whole report. I have to submit the assignment on time as the teacher will give feedback on the report. Getting feedback is panicked for me as I got feedback on my presentation. 
Evaluation: I took huge time to complete the first part of the report because in reading lecture notes several times, I searched the topic on the internet for understanding the topic. This was positive for me as I learned many things from here (Rajeswari and Suresh, 2019). I could not concentrate on a topic for more than 15 minutes which was negative for me as I lost my concentration during the time. I know that I have to write more words to complete the report and needs to write properly and hold my concentration. 
Analysis: I could manage my time better when writing the report and delivering my presentation. I could use a time matrix for giving the importance of the task. Tutor described time matrix how we could show importance on different tasks. Planning was important for completing a particular task. Planning before starting a day help a person to do something easily. The main problem I faced was that I could not get the remainder and miss the activity. According to the Pareto principle, 20% of events occur because of 80% of consequences (Rajeswari and Suresh, 2019).  The main problem of estimation of time during presentation or report. I can solve the problem by using the Eisenhower matrix. In this matrix, I can give priority to different tasks including scheduling, do first, delegate and don’t do. I have designed my plan as I read the topic for 1 hour and write the report based on understanding. I can use Pomodoro Technique to complete the report. 
[image: Eisenhower Matrix for best decision-making &amp; productivity: The ultimate  guide - The Blog Relay]
Source: (Seiwert and Woeltje, 2018)
Conclusion: Based on the analysis, I found that I should start my report writing earlier which helped due to complete the report easily and properly. This may reduce my panic when writing the report. Therefore, I could apply different tools for managing time which may help me to complete the report on time (Seiwert and Woeltje, 2018). I thought I have much time but later I found I have only 3 days to complete the last part of the report.  
Action plan: When I will go for writing the next presentation and report writing, I must follow the suggestions and guidelines of the tutor. I will start my work, not at the eleventh hour. I will take support from seniors, friends as well. I have to hold my concentration when writing assignments. 

[bookmark: _Toc80884593]2. Communication 
Description: every student needs to communicate with friends, teachers, seniors and administration when continuing study at the university. After starting my education at the university, I understood the importance of communication. I faced poor communication ability in the university in the ACE module when delivering my presentation (Rajeswari and Suresh, 2019). I needed to deliver the topic properly, but I could not deliver an effective presentation due to a lack of oral communication. Therefore, the contents I wrote in the presentation was not enough and qualitative due to poor written communication ability. I did many mistakes when writing a formal email to the teacher. The teacher was not satisfied with the presentation. 
Feelings: I knew that my presentation slide was attractive and I communicated with a teacher by sending an email. When I went to the class, I understood I made mistakes when sending an email. When I started my presentation, I understood that I could not complete the presentation on time. Therefore, the body movement, fluency and gesture was not appropriate to attract the attraction of the audience. The audience was not satisfied with the presentation. I felt very disappointed about the communication process. 
Evaluation: I realised the importance of time management, communication process with the audience was positive to me (Williams, Woolliams and Spiro, 2019). Therefore, a loud voice in the session was positive for communication. Poor body movement, gesture and using native language was negative for the situation. But I thought the overall situation was positive to me. This was learning how important to speak with the teacher formally. Because it will support me in future to get the desired job. 
Analysis: The situation was learning to me. I have learned many things from this situation. Because I related the communication skill is mandatory in the university life. Therefore, I understood that communication skill plays a vital role in a future job. As I want to become a restaurant manager, I must have to build up communication ability. Initially, I faced problems when talking to others in university life. As the environment was new and I could not speak fluently. The gestures, movements and cultures were different which influenced my communication skill. Although, I think this was positive as I learned about different cultures and how to communicate with them. To ensure better communication, I have to understand the situation where I am talking to. I can develop a plan before delivering the presentation, improving written communication by reading books, articles and lecture notes. 
Conclusion: Based on the analysis, I understood that I should improve my communication skills during university life. I should learn about communication in different cultures and universities. I should talk to my seniors, teachers and friends before going to deliver my presentation. When I would start my report writing, I should use appropriate grammar and take help from teacher lectures (Williams, Woolliams and Spiro, 2019). If the event happens in future, I will try to communicate teacher. I will take help from seniors. I can involve in different team works, group active ty to improve my communication skill. 
Action plan: When I will deliver a presentation on a particular topic in future, I will be more aware of communication skills. I must describe the topic details and write key points in the slide. Io will improve my gesture, body movement, eye contact and avoid native words, biased words, sensitive words when communicating. 

[bookmark: _Toc80884594]3. CV and Cover letter writing
Description: When someone wants to get the desired job, the person should design poor curriculum vitae and cover letter. Because it increases the chance of being shortlisted for the job. I knew about the CV and cover letter before admitting to the university. But I had poor knowledge of CV and cover letters and how important these are for a professional career (Smith, 2016). I designed my CV and cover letter to get a part-time job and continue my study at the university. Therefore, the tutor told me to design a proper CV and cover letter based on my desired job (Restaurant Manager). I designed my CV and Cover letter based on my target. But the teacher was not satisfied with the CV. I failed several times when applying for getting part-time jobs in different organisations. 
Feelings: Before that situation, I thought that a CV means personal information about a person. Adding pictures, personal information and educational background are the main to design CV., but I did not know the structure of the CV. But when I submitted my CV to organisations, they did not shortlist me and I felt, there was something wrong with me or my CV. I did not knowledge about writing an appropriate cover letter as well. When I submitted my CV and cover letter to the tutor, the teacher told me that this is a poor CV and cover letter (Smith, 2016). I realised that for my CV, the organisation did not select me for the job. 
Evaluation: there were many things I found positive during the event. I found I never left my passion and dedication to submitting a CV. I tried my best to design a CV. Then, I completed my updated CV when admitting to the university as a student. This was positive as I completed my CV at the being which will help me in future to get the job by updating my CV (Suleymanov, 2020). I did not submit a cover letter with a CV to an organisation that went negative. My contribution was better for improving my skills on CV and cover letter writing. 
Analysis: The situation was learning to me. I learned many things from that situation. Firstly, I understood the importance of a CV and cover letter for a professional career. CV is the representation of the background and skills of a person. When I wrote my CV and cover letter and did not select from organisations, I did not understand my fault. But ACE module helped me to understand my fault and how I could improve the situation. Then, I understood the CV writing structure from the class teacher and updated my CB based on my career. 
Conclusion: Based on the analysis, I found that CV and cover letter writing has improved after continuing the ACE course module. Therefore, the module was supportive to improve my skills. I will be more dedicated in future to improve my skills and knowledge and add in the CV and improve my Cover letter for increasing the chance of getting a job (Suleymanov, 2020). 
Action plan: In future, if I face any problem of updating my CV based on my desired career, I will take help from seniors, professional employees, teachers on how I should work on CV writing. I will improve the design of my CV and cover letter by improving my skills and knowledge during my whole university life.  

[bookmark: _Toc80884595]Conclusion
Every student must have to focus on developing skills and knowledge during the ACE module. Because it covers a different topic which is essential for academic and professional life. I have covered my communication, time management, CV and cover letter writing during the module. I will focus on improving some other skills to get the job I selected for my career. I will work based on the time plan and develop my personal and professional plan. 
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