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[bookmark: _Toc48443427]Introduction:
Reflection refers to the way of looking back at the experience and analyzes it in a constructive way to learn from that experience. Through reflection, an individual can also get to know about tacit knowledge and identify the knowledge gap as well. In the module, I learned about different academic and employability skills through several class activities. For instance, I learned about referencing, report writing, etc. in term 1 and cv writing, cover letter writing, PowerPoint presentation etc. in term 2. In order to reflect on these learnings, I will Gibbs Reflective Cycle. This reflective model was developed by Graham Gibbs and is divided into six phases. The following are description, feelings, evaluation, analysis, conclusion and action plan. 
[bookmark: _Toc48443428]My Reflection:
[bookmark: _Toc48443429]Referencing:
Description:
In term 1, week 7 and 9 was about referencing. The class taught me about a specific referencing style, Harvard referencing. Firstly, I learned about the definition of referencing and came across a term named plagiarism. In the topic, different types of plagiarisms were addressed such as patchwriting, self- plagiarism, collusion, poor paraphrasing etc. The topic also included ways to avoid plagiarisms such as summarizing, paraphrasing etc. I also learned about in-text citation. I learned the format of referencing a topic by breaking it down into different parts.
Feelings:
Although I had a little knowledge about referencing, further learning allowed me to learn and apply it in a systematic manner. One thing I particularly liked about the topic is the difference between the reference list and bibliography. Even though the two names sound similar, I learned that there is a slight difference. I learned that the reference list includes all sources involved in the essay, whereas bibliography covers only the sources that were consulted in the essay.
Evaluation: 
The good thing about the learning experiences was learning about proper citation and its usefulness. There were separate exercises for creating a reference list and in-text citations. Those exercises allowed me to build an appropriate citation from scratch. Besides, different given scenarios improved my referencing skills as well. For instance, the inclusion of multiple authors and editor allowed me to integrate different formats in one answer.
Analysis:
According to  Van Dyk and Coetzee (2014), learning to reference from scratch is essential to make sense of a reference. As different parts of a reference include different information such as author name, journal title, publication date, etc., it is essential to identify particular information by looking at a reference. I also learned some useful phrases to bring up material from a material. These phrases helped me to apply in-text citations in my writing more effectively and efficiently.
Conclusion:
The learning of referencing was useful and exciting. However, it was difficult to remember the format. For instance, I often got confused about stating the author's last name at the beginning, and the first and surname's initial later. The practise sessions helped me to overcome these problems. Besides, supplementary video allowed me to grasp the topic even better. 
Action Plan:
Moore (2016) stated that the accuracy of referencing could be improved by observing plagiarism. I learned that referring to a topic is most important where we make plagiarism often—as in, referencing is not just about citing information that was taken from a particular source. I learned that even if I analyze a topic using the knowledge from one source, I have to cite it properly. Therefore, I decided to look at published research papers to identify and analyze the proper timing and use of citations.  
[bookmark: _Toc48443430]Report Writing:
Description: 
In term 1, I learned about report writing in week 9. The learning started with a basic idea of report and the purpose and use of it. I learned the way of planning the structure of a report. I also learned that dividing a report into logical sections can help build a good structure. Along with basic structure format, I learned the use and required contents in different parts such as introduction, methodology etc.
Feelings:
Before the class, I did not have such in-depth knowledge about report writing. Although it is equally important both in academic purpose and job purpose, I did not know many tips and tricks of report writing. The learning allowed me to look at a report from scratch and thus helped me understand each section effectively. After learning separate sections, an example of a sample report allowed me to sum up all the learnings in that report. 
Evaluation:
A report does not only reflect a particular topic, but it also reflects the viewpoint and analyze of the author on that topic (Vidal-Hall and Wright, 2017). This specific discussion matched with my learning experience ideally. In the class, I learned that all reports include discussions and some of these include recommendations. Both topics actually show the viewpoint of the author. I got to experience this knowledge by reading different reports. For instance, an author might think the fourth industrial revolution has already started, whereas another author might think of it as a myth.
Analysis:
The learning experience was comfortable and inspiring. As the session divided a report into several sections and discussed each section thoroughly, nothing seemed complicated and boring. I got to know that although some topics such as discussion, the result of findings etc. can come with a different name, however, it will be included directly or indirectly. These tips and tricks avoided many confusions which contributed to active learning. 
Conclusion:
After the learning, I observed that my report writing skill has significantly improved along with reading skill. In each reading of a report, I started to look for keywords and separate sections according to my convenience. This allowed me to read and analyze a report more efficiently. The learning has also contributed in my report structuring. Before the class, I often struggled with building a report at the beginning. As I began to understand what to include and how to include it, the overall report writing became easy and fun to me. 
Action Plan:
Based on my experience of learning, I observed that reading different journals and reports is the best way to develop report writing. If there are past researches and discussions on targeted topics, reading and noting down key points from these papers can help me to write a more constructive and productive report. Therefore, I will read reports that were published from a good source and build my report writing skill accordingly.
[bookmark: _Toc48443431]CV Writing:
Description:
At the beginning of term 2, I learned about CV writing. I learned that curriculum vitae is creating a personal brand of oneself.  I also learned the things to include in a CV such as personal contact details, personal statement, work experience etc. In the classes, I learned that the more relevant the work experiences and extracurricular activities would be with the job, the more effective it will attract attention. 
Feelings:
The learning experience was good as there was a sample CV of an office manager to get a better understanding of the topic. Another skill-based sample CV allowed me to understand CV writing in a different scenario. Although CV writing is critical, I had little knowledge about it before the class. The learning helped me to know about the do and don't of a CV and therefore, improved my CV writing skill.
Evaluation:
The good thing of the learning was understanding every part of a CV by analyzing it part by part. I learned the significance and purpose of each element of a CV which allowed me to know about the points that usually weaken a CV. According to Morgan (2017), sending out the same CV to different employers can lower chances of getting a call. In the module, I learned that different jobs require different CVs with effective customization.
Analysis:
One thing I liked about the learning is practical learning with sample CVs and templates. With these samples, I was able to summarise my learning into that document and identify and analyze each point accordingly. The learning of the purpose and significance of personal statement allowed me to understand the meaning of personal branding effectively and efficiently.
Conclusion:
The module allowed me to grasp an essential employability skill with thorough analysis and supplementary documents. As I got to know about the different CVs such as skill-based CV, I learned that different types of jobs require to construct a CV in different ways. The learning of formatting and basic rules such as limiting the CV within 2 pages of an A4 paper allowed me to learn to write a CV correctly.
Action Plan:
According to Craven (2016), getting a CV right is not an overnight thing. The author stated that a perfect CV comes with several practices and feedbacks. Therefore, I decided to write CVs for the jobs in my preferred fields and review it with my teacher. In this way, I can improve my CV gradually by following the reviews and feedbacks. 
[bookmark: _Toc48443432]Presentation:
Description:
In week 7 of term 2, I learned about giving PowerPoint presentations. The learning includes pre-talk preparation, speaking, handout, body language, length etc. I learned that giving a successful presentation does not only include the speaking part, but it starts before the presentation. I learned that most of the fluency and confidence of a presentation are developed in the pre-talk preparation. I also learned that using a catchy opening amplifies the overall effectiveness of the presentation significantly.
Feelings:
The learning session was interesting, as it included practical exercise. After learning about presentation and public speaking, I presented a 3 minutes speech on the three most significant achievements in my life. This 'learning by doing' concept allowed me to review my learning through the exercise. Therefore, I understood all the topics effectively.
Evaluation:
Bradbury (2018) stated that in order to give a successful presentation, determining the length of the presentation is very crucial. In the module, I learned that while determining the length of a presentation, I need to take into consideration the audiences’ questioning and answering session. Besides, the learning of the tips and tricks of body language allowed me to do well in the practical exercise session and later on. 
Analysis:
According to Osborn, Osborn and Osborn (2014), even with successful engagement with audiences, a presentation can lose its effectiveness if the audiences fail to sum up the whole discussion. It reflects that properly ending a presentation determines the overall effectiveness. In the module, I learned that the ending of a presentation should include the summary of the key points and main ideas as well. In this way, audiences will be able to connect the dots.
Conclusion:
The learning was effective due to the immediate practical exercise. The exercise did not include any slides, however, there was feedback session which was very helpful. The overall learning was extremely effective as I was able to practice the topic immediately after learning and got immediate feedback as well. In this way, I understood all the topics learned.
Action Plan:
In the feedback, I observed that I struggled mostly with the length of the presentation. As it seemed that I was rushing to finish the speech on time in the end, I need to practice more and more. Therefore, I decided to give one presentation on a random topic in front of my friends and families to work on the improvement gradually.
[bookmark: _Toc48443433]Conclusion:
The learning of the module was essential and useful for my academic purposes. It also had a significant impact on improving my employability skills. Different topics such as CV writing, cover letter writing etc. developed my chances of getting employed by improving my initial impression. Besides, topics such as report writing, public speaking etc. focused on the latter part of the employment. The learning from the module was effective and efficient as it allowed me to practice the learnings and improve with continuous feedback.  
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