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INTRODUCTION

In this personal reflection report, I will talk about more in details, 4 of the 8 topics we have discussed during first module that I learned during my degree in The Certificate in Higher Education Skills for the Workplace. The module is called Academic and Employability skills.



“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.” 
                                                                                                               (Gibbs, 1988)  


 
Graham Gibbs in the year 1988 published his book citing the Gibbs Reflective Cycle model. It is a self-reflection and management tool that helps people accurately analyse their different experiences and conclusions. 
It starts from an find an experience, then the description to understand what happened, then after we find the Feeling, analysing in a personal way the feeling about the experience.
Evaluation is the step where you need to focus and understand what worked in your favour and what didn't then we find the Analysis, which is the phase in which the true meaning of what we are analysing is extracted. The Conclusion is a reflection on what happened.
The last step called Action Plan concludes the model by describing how people will cope with the same situation in the future.








DESCRIPTION


TIME MANAGING

Managing time is a very difficult thing to do but very easy to say. As soon as I have full control of my time, I can feel satisfied of myself.
This is a module based on personal growth because it provides methods and theories that serve to make you live better, with more organization and less stress, helping to make your skills stand out.

REFLECTIVE WRITING

This topic introduces the models of reflection and shows the different aspects of reflective writing. It is also about how to understand and make the most of good and bad experiences, looking at them with a thoughtful gaze.
There will be references to theories of authors from years past, such as Gibbs, Kolb and Driscoll.
This module is packed with information that helps you develop the reflective point of view when analysing situations or experiences.

ORGANISING STUDY

In the University, the enormous amount of information provided may be too much, thinking that you will be able to write everything you hear.
Also, we have all been involved in a social change due to COVID pandemic, with a new way of learning such as the "Virtual Learning Environment" changing the way we study during the restrictions time. This module explains in depth the way to take notes during the lessons and have a good organisation of your study space


CV WRITING 
This module describes in a very simple and detailed way each step to do and what to refer for each step. Furthermore, this module provides clear suggestions for a correct presentation and formatting.




FEELINGS


TIME MANAGING

Regarding Time Managing, I feel that it has helped me a lot my knowledge in managing time learning many self-development tools and how to better organize my time. I feel more mature because it is very important to have a good organization, and no longer feel guilty as I was before when I was wasting my time on non-useful things.
In the first moments when I approached this topic, I felt afraid of the difficulty in writing or reading in English.
I think that I growth my personal development, also through Swot analysis and other tools, improving my ambitions and my interpersonal skills.

ORGANISING STUDY

I feel that Organising Study was very helpful, providing me help and ideas on how to organize my study space and how to take notes during lessons.
I felt really lost when I started, because in the past I have never been good enough at school and I never had a study plan. 
I think the teachings were very fundamental, forming me much more organized and happier during my learning.
I never thought there were such precise tools just to analyse personal experiences. I was very scared seeing many precise definitions in English.
Now completed the module I think that also this module has enriched me personally with more specifical knowledges.

CV WRITING 

The approach I had regarding the CV writing topic was simpler as I already knew what the CV is.
I feel that after having enriched myself with new skills, I am able to form a perfect CV.
At first, I felt that I could understand this module very well, so I have always been a confidant about it, using my confidence to write a perfect CV ,for have a high-level professional profile.


REFLECTION WRITING

Regarding Reflective Writing I feel I have achieved skills that I did not have before, feeling much more confident in myself and on how to analyse experiences from a reflective point of view.
At first, I immediately felt a lot of curiosity about the models of reflection, finding them very useful for my personal growth.
I think that knowing how to reflectively analyse an experience brings out benefits and negative points to improve.




EVALUATION


TIME MANAGING

In this topic, my experience can be defined as positive in many aspects.
It was very interesting from day one and full of useful information.
I spent very smooth lessons with the professors without ever making me feel bored
I can say that as a negative aspect it concerns my personal situation during my learning. I had financial and health problems which led me to the failure of the module.


ORGANISATION STUDY

This experience was positive as each lesson enriched me with management skills and knowledge, giving me skills on how to organize my studies so as not to be lost among the many information, and resulted more productive and less stressed.





REFLECTIVE WRITING 

I can also consider this topic full of beautiful experiences that changed me personally, enriching my personal skills.
Learning the reflective models were very useful and interesting, making me see aspects of analysis that I did not know.

CV WRITING 

I have already started with ease regarding this topic because having applied for many jobs offers, I already knew most of the information, perhaps resulting a bit boring at first.
It was a positive experience because now I have all the skills to highlight the important aspects and points of a CV.


ANALYSIS 



TIME MANAGING

I learned, also thanks to class and group assignments, the process to better understand Time Management. Using an organized paperwork, or a day plan like “To-do list Daily" helped me to better organize every minute of my days.
My ability to study has now improved, I result less stress and more fluid in performing.
Following the lessons and exercises in the classroom, the time management process helped me in understanding how to don't waste my time anymore, and using the 70-30 rule, I only must plan 70% of my total time, because I also plan my time for breaks or breaks.







REFLECTIVE WRITING

The module Reflective Writing helped me in analyse my choices and activities using a reflective way and I found Reflection writing helpful because now I know how important time to reflect is, analyse my experience or skill in order to learn.
Studying this module served me as a very detailed learning of the reflection modules, such a Gibb's Reflective Cycle, Kolb’s ‘Experiential Learning Cycle’ (1984), Driscoll’s Model (1994), using them to analyse my next experiences. Speaking about Personal analysis tools, such as the Gibb's Reflective Cycle, Kolb's Learning Cycle or the Driscoll’s Model, have been very helpful, making me able to analyse my past experiences more precisely.

ORGANISATION STUDY

The skills I have found and learned in this topic are essentially about making student life less stressful by having a great organization of your studies.
It helped me a lot in being less stressed and in having skills on how to take notes in class, when before I easily get lost between slides and the teacher's lesson
It was very useful for my scholastic future, making me understand that organization is the basis of an ordinary life.

CV WRITING 

Even though I already had some skills regarding the CV writing module it helped me to understand what a CV is and how to write it.
I learned from this module that it is important to be able to use titles like Knowledge, Skills, Attributes and Other and make them clear and visible on your document.
The lessons and the task in class regarding write your Personal Statement are develops in me more writing skills, and I will be able to remember all the steps for make a perfect CV. This is the first and very important paragraph of the document and the job is to grab the attention of recruiters when they open the CV for the first time and to involve them in reading the rest of the document. I found this very important and helpful for my future job applications.





CONCLUSION GIBB'S REFLECTIVE CYCLE



TIME MANAGING 

I learned from this module how to be organized and not get lost in unnecessary actions and focus more on priorities, using also the 70-30 rule and "Daily list".

REFLECTION WRITING

With the study of this topic, I learned that under the word reflection, various definitions and models created by authors over the years are hidden, such as the Gibbs model, created in 1988.
This and other models have been used over time as an example and in order to learn.

ORGANISING STUDY 

The ability to always be organized in what I do is not easy.
The knowledge of learning methods such as taking notes or knowing and using abbreviations while the teacher speaks, makes the way of learning faster, even
with the help of notepads or a device capable of following the lesson more easily.
Being able to understand whether to write notes with a Diagram method or with a Linear method, saving me time and effort, all of these are academic skills are important to my academic future.

CV WRITING

With the total ability to write a CV in an academic way, my job opportunities increase, becoming an important professional profile.
Knowing how to express yourself in a small piece of paper is not easy, the important part is knowing how to attract attention, making those who read your CV want to go to the end.




ACTION PLAN 




TIME MANAGING

When I need to organize and manage my time in the future, I will refer very often to Gibb's Reflexive Cycle and the Eisenhower method because they are accurate and if I follow them, they will bring me great results.

REFLECTIVE WRITING

I would read more books and listen more to other people's experiences to learn from them, what their bad experiences have been and understand their feelings. 

CV WRITING

Knowing the important points of a CV leads me to make corrections on my current CV, inserting and structuring this in a professional way. In the future I will know that the part called Personal Statement must be clear and concise, grouping the main attributes and information about me.
I will be able to create a brand, based on my skills, knowledge and from the advice of people close to me.

ORGANISNG STUDY 

After learning this module, I feel confident in taking actions that will improve my study experience by buying paperwork or notebook for class notes. In addition, I will also use the laptop during class to speed up the way of taking notes and reading books or secondary sources.





CONCLUSION

From my work experiences that I have had so far, I can see that the percentage of hiring in a company for a person with an excellent school diploma is higher than for those without a diploma, but there are also situations where employers look also other aspects in a candidate's profile, such as personal skills. 
This school year has opened my eyes by showing me a future that I had never imagined. I learned a lot of things, all very important, based mainly on personal growth and being ready to manage professional situations. I am very happy that I now have a clear vision of my goals and my future career.
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