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Introduction
This report is going to be about five topics which I learned in this module. Covering six stages of Gibbs’ model of reflection which are: description, feelings, evaluation, analysis, conclusion and action plan, I will describe some important topics as CV writing, cover letters, referencing, paraphrasing and summarizing. Gibbs’ Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well. (Overview, Gibbs' reflective cycle, The University of Edinburgh 2020 )


























CV writing

Before studying about CV writing skills in class in this term, I had some knowledge about it and my own CV which I used when I was looking for a job. I improved my knowledge by discussing about this skill as it was a very nice lesson and well-taught by our lecturer which was talking very clear, explaining why this topic is so important, giving examples of mistakes in CV writing and different tips which are very useful in making a good CV to get a good job. It contributed to the understanding of the topic also by making notes and changes in my own CV. I liked to discover new characteristics about CV writing in the UK, for example that I do not have to put a picture of myself, also about CV presentation and formatting that is good to use keywords, bullet points, power words, black and white colors or consistency. It was very easy, inspiring, interesting, captivating and so useful to listen and learn more information about CV writing as it is one of the most important things when applying for a job. Moreover, it helped me to understand this topic better by doing in class exercises as before starting the lesson I was feeling I have enough knowledge about CV writing and that it will be a simple lesson where we just discuss, remember and recapitulate the information about CV writing. I was quite impressed when I realized that there is a lot of new information about this topic I did not know before and I had a big motivation to listen, take notes and work hard to understand what I have to change in my CV, also how to help another people around me for example my friends, family or colleagues to improve their CV. Looking back, I definitely feel that I'm very satisfied cause I learned about this topic and I could make better my CV. Moreover, I could help other people from UK which don't have this opportunity to study about this topic and improve it. This is very important because now I'm more confident and I have a tool in addition to desire, ambition, skills, knowledge and experience which will help me to get my dream job. I will always make sure that my CV corresponds to all standards for writing a CV in the UK.







Cover letters
During online sessions with my colleagues and our lecturer this term, I had the opportunity to study an another very important topic which is how to write a cover letter. In that moment when our teacher told us that today we are going to study about cover letter I started to be more concentrated because I was feeling that I do not have any knowledge about this topic but I knew that it is very useful when applying for a job. Thanks to this lesson now I feel much more confident, I have more knowledge and I understand what is the goal of a cover letter. It was also very interesting to learn this topic as the lesson was well-taught by our lecturer because I had the opportunity to see different examples of good or not really good cover letters, what information needs to include the first section from a cover letter and how much information should have a cover letter to be invited for an interview. For me it was bad that I did not have the opportunity to have my own cover letter in front of me so I could share my desktop and our lecturer could have a look and tell me if it is good or not. However, I made some notes which can be very helpful and I hope that my cover letter is good now thanks to the knowledge achieved in class. This situation makes sense for me because it was a new experience in my life and I am obliging for it as this is an another important and supportive tool for getting my dream job. I am very happy now because I know much more about cover letters but I still have to work hard for my purposes. Moreover, I intend to analyze any others cover letters from different sources and improve myself as much as possible to make sure that it will be perfect.









Referencing
Another very important topic we learned in this module was referencing and we studied about it last term during online sessions. At that moment I was feeling very confused as it was a totally new topic for me and I did not hear about it before. When I started studying this topic I was thinking that I have to be very concentrated and retain all information provided, taking notes and reading more information about referencing from other sources. It was very good to achieve knowledge about such a so important topic because it makes easier to write my assignments for the university or any kind of works in my daily life. It makes me so happy that now I can use someone’s ideas, opinions, words, websites, videos, diagrams, statistics and data just by referencing sources without being afraid of plagiarism. It was bad for me that I did not know so much information about it before, for example when I was doing my studies in the lyceum I had to write different kind of works and I wanted to use someone’s words but I could not because I was afraid of plagiarism. However, studying this topic I understood how easy is to cooperate with someone’s information and this helps me a lot in different activities and it also motivates me to learn more about Harvard referencing style. Moreover, for my future development I intend to read more literature, to analyze more websites, diagrams, statistics and also watch videos with any useful information as now I know how to use them in my works just referencing it and not being worried. I will use referencing all the time I will need to cooperate with some information from the internet,books and other mass media sources.










Time management
During online sessions last term in this module I had the opportunity to study one of the most important topics which is time management. It is the ability to manage time well,effectively and productively at different places such as university, workplace, and also daily life. I was always feeling that I can be easily based on my personal self organisation and responsability to do everything on time. Howewer, I was thinking that is good to improve my time management as life becomes more complicated, I started to get involved in any other activities besides the university and the job I have so it will be very helpful to know how I could devide my time in a smart way. Studying time management made a big sense for me as I found it challenging because I had to make a lot of changes in my daily routine, giving priority for the most important things or completely deleting some not really necessary activities in my life. Moreover, it gave me more confidence and clarity and I felt motivated to organise my time and life properly. I am very interested to read as much as possible books,articles,magazines, watch videos about time managemet and discovering stories of succesful people because so I can improve my self and acheive my goals. In conclusion, I hope to develop this skill by working under pressure because as 80/20 rules says, for many phenomena 80% of the result comes from 20% of the effort and once you realize that 80 % of your outcomes come from 20 % of the time and effort you spend on them, the importance of prioritizing becomes obvious. (Pareto Principle & the 80/20 Rule, 2020)











Summarizing
The last topic learned in this module I want to talk about is summarizing. Studying this topic which is very useful I understood that summarizing teaches students how to discern the most important ideas in a text, how to ignore irrelevant information and how to integrate the central ideas in a meaningful way (Summarizing, 2020, WETA public broadcasting). While our lecturer was discussing about this topic I was thinking that I should listen very careful and take notes because I did not have so many knowledge about summarizing, for example how to take the most relevant information and concentrate on the most important idea in my work. The thing that were good was that our teacher was talking very clear, explaining things which I do not understand and making it very easy for me to understand. However, it was not really good for me that I did not have the opportunity to summarize a text in class and get a feedback from our lecturer or that I did not work to develop this topic more individually when I had free time. This situation motivated me to practice more and more summarizing as it is necessary to know how to change the information and not copy words from original sources. Knowing this will be very useful for me to write different kind of works for the university or it might be helpful in any other field. Moreover, I have learned that summarizing present main idea and key points in a work, it should be approximately one-fourth the length of the information and also that a good summary includes the main idea and does not include a conclusion. I am going to use this topic any time I will need to write an essay, report, a simple text or even my assignments for university because it makes easier and saves my time. All I have to do now is to read more literature, articles, journals or any kind of books, reports, newspapers and others to enrich my knowledge and to make sure that in the future it will be easy for me to summarize any information and do a good job.






Conclusion
This academic report was my reflection on five topics which I learned in this module using Gibbs’ reflective cycle. I am very happy and thankful that I have learned these very important topics like CV writing, cover letter, referencing, time management and summarizing because it made me more confident, it helped me to grow as a person, student and employee. I feel that I have improved myself and also I am motivated to study more. Moreover, I am happy that I have made some notes and in class exercises so I can come back if I need to remember some information about one of these topics.
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