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Introduction
This report aims to explain my own reflection on learning about communication, paraphrasing, cover letter & CV and critical thinking. Being a reflective report, I must look for past circumstances in my student life, also at my workplace, having to analyse the situations, in order to reach a conclusion of what those situations mean for me. Using Gibbs’s reflective cycle as a framework for my report, I must think in depth about all these skills, analysing how I had started, how it goes, and how I can manage them now. As a reflective report I have to draw some lessons from it, lessons that will help me in my future experiences, similar to these that I will analyse.

























[bookmark: _Toc37434414]Gibbs’s Reflective Cycle (1988)
Being developed from Kolb’s ideas, Graham Gibbs’s reflective cycle is formed of six stages. Asking a series of cue questions, these stages are guiding us through the stages of reflective process (Jasper, 2003).
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Fig 1, source (Jasper, 2003)

[bookmark: _Toc37434415]Stage 1: Description of the event
[bookmark: _Toc37434416]Communication
According to Merriam-Webster’s dictionary, communication is “a process by which information is exchanged between individuals through a common system of symbols, signs or behaviour” (Anon., 1828).
Working in hospitality, communication is one of the most important skills that I had to have it, and along time to develop it. In the same time, is a very important skill to have also in academic life, having to communicate with my colleagues and lecturers.
Before I had started the University course, I knew that communication is an important skill and tool, wherever I will have to go, but having in my mind just the verbal one. Even though, I was not controlling it very well. Sometimes, in both situations, at workplace or at home, I preferred not to talk about anything if I was upset by something or someone, without realising that I am expressing my feeling in other ways, like non-verbal communication, or sometimes over-reacting. I was not controlling my emotions, and somehow, I was showing what I wanted to say through my face expression or body language.
Most of the days at workplace I was getting angry because of some rude customers. One day, being an extremely busy weekend day, I was serving in the main room, all the customers being set at the tables by one of our managers, who had to let them know at the entrance that they have to serve food too, being a busy day, for the smoothness of the service as well. Four people agreed at the entrance, came inside, sitting down at the table that our manager showed them. After 10 minutes maximum after they sat down, having the menus too, I decided to go and take their order. They ordered just drinks, and after I remembered them that they must order food too, they started to be angry, saying that they not going to buy something that they do not like. I have tried to explain them nicely that this is the procedure that the restaurant is using it, that they had been informed at the door about this, and we must follow it. They started to raise their voice, asking me: “So what? Now we have to go if we do not order food?”. I was starting to lose my temper as well, being angry mostly because of their rude attitude, and I approved with a shake of my head that yes, they will have to leave the restaurant. They got angrier, making a lot of noise, all the other customers looking at them, they stood up, and one of them took me a picture, saying that this is not going to end there. I had started to shout too at them, being unable to control myself, giving them thanks for the picture and all the situation created.
[bookmark: _Toc37434417]Paraphrasing
Paraphrasing means the process of writing other people’s writings on our own words, keeping similar length of the paragraph, using different techniques as changing the structure and the word class, keeping the same meaning of the read idea.
Before starting my life as a student, I was not aware about paraphrasing, being a new skill for me, that I had to develop. With English being my second language, seemed to be more difficult for me to work with this skill, in order to do my assignments. Even though I have use it without being aware of it, in my private life, or at workplace, trying to tell what other people said, I dis not know at that time that it would be an important skill for me as a student.
I found it difficult to make use of it, trying to complete my assignments. I was reading other people’s writings regarding what I had to write myself, and I was not able to put on the paper the whole idea just with my own words. Regarding my assignments, this was a stressful step that I had to take, and sometimes I see it difficult now too.
[bookmark: _Toc37434418]Cover letter & CV
Cover letter and CV are important skills to develop for our own experience and for when we are trying to show our professionalism in writing, or also when we are trying to sell ourselves through them. These two are important mainly because it shows so many details about us.
Having to write a cover letter or a CV was a big headache for me before I had started my university course, because I did not know exactly what I have to write and which are the points that I have to make them strong, in order to look professional. I did not know even how to correctly address to someone else, like a potential employer. Being a student teach me the importance of knowing how to express myself when I am writing a cover letter or a CV, what words will help me in this selling myself process, and which words I should avoid. 
[bookmark: _Toc37434419]Critical thinking
According to The Foundation For Critical Thinking, this skill “is the intellectually disciplined process of actively and skilfully conceptualizing, applying, analysing, synthetizing, and/or evaluating information gathered from, or generated by, observation, experience, reflection, reasoning, or communication, as a guide to belief and action” (Anon., 2019).
I think we are always using critical thinking, in our day-by-day life, even if we do not realize that. We are, from our nature, as human beings, ready always to make assumptions and judgements about events or people, and some situations need a better analysing of all the information that we have. I never thought at critical thinking as an academic skill, till I have started my university course, even if I made use of it before. In terms of academic studies, I find it more difficult to use this skill, maybe because for a good critical thinking we need to make a lot of research, where I do not know exactly which sources are reliable and which are not, research that is time consuming, and for me it looks stressful and difficult in the same time.
[bookmark: _Toc37434420]Stage 2: Feelings
Overall, for all the skills that I have mentioned above, I felt stressed about them, disappointed by myself, being unsatisfied with my attitude and understanding towards these skills, being angry in the same time that I can not focus to manage them in a better way. So many times, I thought that I will fall into despair, feeling overwhelmed about all these situations. I felt that I am not good enough, that I am not smart enough to be able to manage them, to work with these skills, especially for my assignments, but also at my workplace or home.
[bookmark: _Toc37434421]Stage 3: Evaluation
All these experiences made me understand that even if I think I can not work with them anymore, or to try to make use of them, I still can do a bit more. In the last term I thought that everything is going in a wrong way, that I cannot finish my assignments before the deadline, that I cannot work properly with these skills that I had mentioned above. What I appreciate more at me is that I did not gave up, and I struggled till the last minute to understand how these skills needed to be used.
[bookmark: _Toc37434422]Stage 4: Analysis
I mentioned above about the situation related to communication, and I think that communication between me and the customers was the biggest problem there. Those customers were acting irrational, even though they had been informed about the procedure, with which they agreed, they were rude and overreacting, things that made me lose my patience too. Communication between us was going wrong, worse with every word said more, also with the voice tone going up from their part, and after from mine. 
For the other skills that I had mentioned, going now into the depth of the issue, were completely new skills for me to learn and to develop in time, thing that was looking very difficult at that time. Was needed lots of researches, lots of time consuming, being very difficult when the time is limited because of work and family. I felt the pressure from all sides, having to go through this.
[bookmark: _Toc37434423]Stage 5: Conclusion
After thinking about all these situations and analysing them, I understand that everything has a solution at the end, and somehow, I always find a way to succeed. Communication can be led on the right way, even if at some point looks like is going wrong, knowing how to address to people or bigger groups. I understood that if you can manage all stages of communication, you can be a winner in all the situations that may occur. On the other hand, for paraphrasing, cover letter & CV and critical thinking, I know now that nothing comes easy, that I have to make time to study in depth all this skills, to put an effort on this, to be able to make use of them properly.
[bookmark: _Toc37434424]Stage 6: Action plan
Having a look in the past, and counting every skill that I have mentioned above, if I had to go back, definitely I would change some things. For example, in the communication situation, I would have act different. Instead of loosing my temper, starting to raise my voice like those customers, I would have had try to keep my normal and kind voice tone, trying to explain what other choices they do have. I am sure that keeping a nice attitude, they would have had responded in a nicely way, without reasons to overreact. For the other three skills, if I would be in that point again, I would have tried not to leave most of the things that I have to do on the last moments, trying to do little every day, in order to avoid passing again through those feelings.
Even though Gibbs’s reflective cycle represents a very good framework for the reflective process, it stops at the action planning stage, and its not providing the means to close the cycle, in order to move in terms of acting. Reason for that is that Gibbs arose this cycle as a generalised educational framework, that is not focusing on practice (Jasper, 2003).


























[bookmark: _Toc37434425]Conclusion
This reflective report analysed several academic and employability skills from my academic experience. Using Gibbs’s reflective cycle, I was able to go in depth analysing for communication, paraphrasing, cover letter & CV and critical thinking. Through this framework I was able to see where I was wrong, what was wrong, and what should I do if a similar situation arises. Since I have started my university course, I was able to learn these skills, to know how to correctly apply them. Through this reflective report I  understood that in each situation, when we think that we are not able to do something, that we are not smart enough, when we find it difficult to work on our assignments, to remember that is in our power to proceed further for our own success, that nothing is impossible for no one. 
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