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[bookmark: _Toc75786888]Introduction
Personal development is an essential requirement for getting success in professional life. A person needs to learn new things and improve skills continuously. Reflection of any individual's skills is essential for anyone to identify backlogs in learning and requirement for improvement in the strategy of learning. The complete details of my online learning experience, academic writing experience, and cover letter writing experience will be discussed in this study. Further, Usefulness of those skills in the professional field along with my existing knowledge will be discussed here. I have chosen Gibbs Reflective Cycle as a reference reflective model that will also be key terms of discussion in this study. 
[bookmark: _Toc75786889]Online learning experience
[bookmark: _Toc75786890]Description
I have experienced online learning during my IT courses especially due to the pandemic situation. Online learning is mandatory at present in various educational institutes and e-learning provides an effective method of teaching that helps in bringing the best in students (Radha et al. 2020). All Classes are online and my teacher has provided a specific time of class. A group has been created and all lecture notes have been provided in that group. Further, our teacher provides lectures through video conferencing and we have to write down important notes in our notebooks. This is a tough task, as everyone may not have a proper internet connection. Sometimes my other group members have experienced this issue during class. I have a high-speed internet connection as well as my laptop that has helped me a lot for online learning. 
[bookmark: _Toc75786891]Feelings
Online learning is the best thing for a continuation of study and improvement of skill, especially during a pandemic. Various arguments are associated with e-learning related to its affordability, flexibility, pedagogy of learning, and policy of some of the arguments related to pedagogy. Some arguments include online learning is easily accessible and can reach anywhere including rural and remote areas easily (Dhawan, 2020). I have felt that online learning is easy but arrangement of equipment including internet and laptops are essential for maintaining uniformity of study without any barriers. 
[bookmark: _Toc75786892]

Evaluation
Especially during a pandemic, this online method of study has proved to be very helpful for me. I have experienced that a large number of group participants have failed to attend every class during this period due to lack of proper equipment. Maintaining social distance and getting enough time for improvement of my skill is the best part that I have experienced during online learning. Absence of direct interaction with friends is a negative aspect of online learning as I cannot meet with my teacher, friends andcannot properly clear my doubts in online queries. I have evaluated that I need to improve my note-taking skill as well as communication ability during class. 
[bookmark: _Toc75786893]Analysis
Depending on the current situation of the pandemic, my view is that online learning is effective for students. I can strengthen my skills and will get enough time to expertise my skills. I can also applyfor new courses additionally for further improvement of knowledge as I have taken admission in other courses of it for improvement of knowledge. I have enough time to practice my present intellectual skills that can help me in future. I have taken admission to an institute for gaining knowledge on different languages. 
[bookmark: _Toc75786894]Conclusion
I have learned that adjustment to situations is important to get success in life. This understanding has provided me enough confidence and motivation that can help me in future. I have understood my weakness that I can improve with the help of my teacher. I have understood that online learning has opened a new era in learning and I just need to follow proper strategies for growth of my career. 
[bookmark: _Toc75786895][bookmark: _GoBack]Action plan
	Activity
	Strategy
	Time period

	Note-taking ability
	I need to improve note-taking ability by writing keywords properly notebook
	1 month

	Communication skill
	I will try to join an institute as well as a various online learning platform to improve my communication skill 
	2 months


Table 1: Action plan for online learning experience
[bookmark: _Toc75786896]Academic writing
[bookmark: _Toc75786897]Description
During my IT course, I have been assigned a project with other members that have a requirement of academic writing. Academic writing generally focuses on a structured, concise, and evidence-based writing strategy. Academic writing also employs the technical language of a writer targeting a group of educated professional audiences (Rakedzon and Baram-Tsabari, 2017). I have been provided to include proper academic writing skills for making errorless content of the project. I have gained enough praise from my teachers and friends for my academic writing skill. Academic writing includes a higher standard of work ethics through which writers can gain attention from viewers. 
[bookmark: _Toc75786898]Feelings
I am confident that I can do my task properly as I have good academic writing skills and have good knowledge of English language. However, my nervousness about this task sometimes reduces my self-confidence before starting writing. However, when my teachers and my teammates praised me, I regained my confidence about the success of this project. I have not taken admission in any other institute except by a recent institute for this academic writing learning. 
[bookmark: _Toc75786899]Evaluation
Academic content writing is not an easy tasking as for this an in-depth knowledge of language as well as a good research skill is required. I have faced some issues in gathering authentic data about recent inventions of new technologies in IT fields. Along with me, my other team members have also contributed to this academic writing. I have set specific goals every day related to research on that provided topic and implement them in my writing. I can find that it has improved my critical thinking ability and evaluation skill of any topic. Professionalism is another important outcome from this experience that will help me in my working field. I have also evaluated that I still have a lack of proper writing skills, improvement of vocabulary, and research ability. 
[bookmark: _Toc75786900]

Analysis
This project has improved my academic writing skill as well as research ability on any topic. I can feel that improvement of knowledge is essential, especially for academic writing. Besides the improvement of skill in various languages, it can help in gaining a top spot as an academic writer in a renowned organisation in future. I can understand that self-efficacy is important in academic writing as it helps in self-scheduling of tasks (Huerta et al. 2017). Further, academic writing also requires sustained creative efforts and needs to undergo revisions properly before publishing. This academic learning experience has helped in improvement of explanation and narrative skills. 
[bookmark: _Toc75786901]Conclusion
Academic learning experience has guided me properly in improving my writing skills. This has helped me a lot to identify that I have a good language as well as research skills that can help me get a job as an academic writer in any organisation. This experience has also helped me in understanding my weaknesses such as nervousness and group collaboration that I can improve within the proper time limit. This experience has helped me in improvement of self-efficacy and proper scheduling of tasks. 
[bookmark: _Toc75786902]Action plan
	Activity
	Strategy
	Time period

	Vocabulary improvement
	I will read newspapers and dictionaries properly to improve my vocabulary. Online sources will be helpful for gathering a large number of new words for increasing vocabulary power
	3 months

	Research ability
	I need to improve my research ability by searching for proper keywords that will help in getting exact results on a topic.
	1 month


Table 2: Action plan for academic writing skill improvement
[bookmark: _Toc75786903]Cover letter writing
[bookmark: _Toc75786904]Description
I am going to share my experience of writing a cover letter for the first time while applying for a job in an organisation. I can easily recall my past training in my institute where my teacher has instructed me properly about writing cover letters before applying for any job. After completion of my learning, I have tried to apply for an academic content writer role position in an organisation, and for this, I have tried to write my first cover letter. A cover letter is a very influential thing at present and it can help in grabbing an interview on an individual’s own merit (Forbes.com, 2021).  I have searched online about the format of cover letters and have used my knowledge of writing that I have gained during training. This is a completely new thing for me that has helped in gaining experience and knowledge.
[bookmark: _Toc75786905]Feelings
I can understand from experience of my first ever cover letter writing skill that including a resume, a cover letter can help in providing further details about my experience and about the role that I want in an organisation. I have some doubts and confusion at first regarding what needs to be implemented in a cover letter or what not. After completion of writing, I can understand the importance of a well-structured cover letter in getting a placement at a reputed organisation. 
[bookmark: _Toc75786906]Evaluation
I have a great skill in technology and have other skills that I have mentioned properly all of them in my cover letter. I have made mistakes in my first try that I have rectified during final proofing. While writing, I can identify my key skills such as communication ability, technical knowledge, time management ability, and proper learning ability. I have also identified that I need to improve my technical knowledge in recent fields. 
[bookmark: _Toc75786907]Analysis
Cover letter writing experience has helped me in getting a placement at a reputed organisation. Cover letters writing strategy includes use of first person, customisation of cover letter for each application, an indication of job for which an applicant is applying and demonstration of applicants ability must be included (Risavy, 2017). I can understand that a clever let must not be more than one page long. I can understand that I have written my cover letter perfectly and that has helped me in getting a placement. Therefore, job aspirants need to improve their writing skills to improve their recovery letter content for betterment of the future. 
[bookmark: _Toc75786908]Conclusion
I have learned that a cover letter is a combination of the experience of an employee. Cover letter is a link between knowledge and abilities that an employer wants for betterment of business. I have understood that the body of a cover letter is essential where we need to write our experience, skills, and contents to be attractive to employers. Therefore, a combination of a resume and a well-structured cover letter can help a job aspirant positively to get a placement. 
[bookmark: _Toc75786909]Action plan
	Activity
	Strategy
	Time period

	Improvement of technical skill
	I need to take admission to an institute to learn new technical concepts and their application. This will help me to increase my knowledge list in cover letter
	3 months

	Improvement of content
	I need to use action verb and proper sentences with a proper salutation, introductory part, middle paragraph, and closing part
	1 month


Table 3: Action plan for cover letter writing skill improvement
[bookmark: _Toc75786910]Conclusion
Online learning, academic writing, and cover letter writing are the three important experiences and skills mentioned in this study. My experience with online learning and the importance of skills required to improve for better outcomes has been mentioned here. Issues that others can face in online learning related to the internet or equipment are important outcomes from this study. Academic writing indicates an evidence-based writing strategy for publication. My experience related to academic writing for a project is mentioned here. The importance of a cover letter in expressing skills and identification of required job roles is another important outcome of this study. Action plan-related lack of skills also has been mentioned with a proper time. Therefore, this study is informative enough for understanding three key skills that can help in a career in the future. 
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