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[bookmark: _Toc47706270]Task 2 - Reflective Report
[bookmark: _Toc47706271]Introduction
In the reflective report I have reflected regarding my learning obtained during the continuation of this module. I have selected five topics which according to me are significantly beneficial for my personal and professional development as well. The five chosen topics are - CV writing, cover letter writing, summarising, academic writing or language and analytical and critical thinking. I have obtained effective learning regarding these five areas while taking part in this module. For conducting the reflection I have relied upon Gibbs reflective cycle. I used this model because of its simple and detailed framework which assisted me in evaluating experiences in step-by-step process 
[bookmark: _Toc47706272]Gibbs Reflective Cycle
[bookmark: _Toc47706273]Description of the learning experience
The specific module has provided me with suitable opportunities to work upon my personal and professional development. The entire module emphasized on delivering us knowledge regarding some essential areas which are not only required for my personal development but also important for the improvement of professionalism. The first area on which I have decided to reflect is about CV writing. In week 2 we were taught about the basic criteria of developing an appropriate and relevant CV. We were provided with examples and templates in order to learn about constructing CVs in a proper manner. The second area on which I have reflected is writing cover letters. In this case also we were provided with templates and examples for better learning. The third topic is about academic writing or language which was also covered in week 3. A detailed idea about sentence, clause, essay and paragraph structure had been delivered in the class. The fourth area of reflection includes summarising. We learnt about the ways of writing proper summaries. The fifth topic is about analytical and critical thinking session. Here we were provided with lecture and video tutorials for developing suitable understanding.
[bookmark: _Toc47706274]Feelings about the learning experience
During the first class I had some nervousness but the excitement of learning something new was definitely more than that. After hearing about the lecture topics I always used to get interested in further improving my learning as well as competencies. Initially it was difficult to come up with proper write ups. There used to be mistakes and confusions but it slowly helped in increasing my level of motivation and confidence. There is a huge difference between what I knew before this module and what I know now. I feel greatly positive because the learning gained has significantly boosted my spirit to continue with further learning and refinement of my existing knowledge. Previously I used to feel somewhere restricted in expressing my competencies as I did not have adequate knowledge. However, the lectures, assignments, materials and activities included in this module have highly supported development of effective knowledge. Now, I feel positive about working on my continuous development process by applying the knowledge which I have attained in this part
 (Critical Thinking In Nursing:A Practical ApproachCritical Thinking in Nursing:A Practical Approach Saunders WB Rosalinda Alfaro-LeFevre £15.50 190pp 0-7216-5897-0, 1995)ticular module. 

[bookmark: _Toc47706275]Evaluation of the good and bad aspects of learning experience
[bookmark: _GoBack]I have attained both good and bad experiences while diligently following the lectures and activities with respect to the five particular topics. However, the percentage of good aspects of the learning experience obtained is more in comparison to bad ones. Previously I only had a vague idea regarding the construction and presentation of a CV. I had made use of a basic structure of CV which later I learnt is not at all effective for further application in the field of professionalism. When some examples of professionally structured CVs were provided in the class I realised that it is extremely important to understand personal capabilities first before coming up with anything. CV represents the experiences, qualification, skills and other capabilities of an individual. In other words it helps in structuring ones competencies in an organized manner and leads to professional presentation of the individual as a suitable candidate in from of the employers. For the first time I learnt that CV is required to be based on skills and requirements of a specific job role. It is not at all appropriate to hoard everything in the CV. There needs to be proper shortlisting and combining of essential skills and experiences which will help in attracting the attention of the recruiters. The CV which I submitted as my class assignment did not fetch a good grade which was disappointing for me. On the other hand my tutor provided me with certain feedback and points of improvements which I must associate with good aspects of my learning. 
(Bailey, n.d.)

In week 3 the learning experience I gained proved to be significantly useful for me as I had no idea about the importance of a cover letter. I learnt that cover letter provides essential professional information to the employer in addition to the CV. CV is the presentation of the experiences and skills while cover letter represents individuality from a professional perspective (English.washington.edu, 2020). Before this module I did not use to give much importance to the necessity of a cover letter. It seemed like an unnecessary element to me and therefore I only considered CV. Following the lectures and the tutorial videos I realised that an effective cover letter compels the recruiter to focus on the resume or CV. In addition to this I evaluated that cover letter represents my capabilities of communicating and organizing (Innes, 2016). My first and second cover letter writing activities did not go well. The grades are disapproving, this happened because I never gave much attention in learning it. My tutor advised me to carefully study some samples provided in the class and also conduct my own research on internet. My tutor also told me some useful points that cover letters must not be lengthy; they need to be crisp and creative providing important points about my strengths (Innes, 2016). These suggestions did help me a lot in improving my grades in my third cover letter writing activity. 
In the same week I gained potential knowledge about appropriate academic writing processes. I already had some idea about essay writing but did not have robust perception of clause, sentence and paragraph structure. The lecturer while explaining the topics used to give us small class works in which I performed quite bad. I understood that I need to work hard in attaining adequate knowledge about using clauses and constructing error free sentences. In order to improve my performance I decided to interact with the lecturer. The lecturer told me to first to focus on elements like grammar, tense, use of articles, punctuations, etc. for improving my sentence construction. Gradually I started improving but I still need to work hard more for becoming proficient in constructing appropriate sentences. I also realised that I greatly need to improve my sentence construction otherwise it can negatively impact my CV and cover writing abilities as well as structuring of proper essays and paragraphs (Zemach and Rumisek2016). Thus, the experience in this case has both good and bad elements to reflect.
I have decided to reflect on my learning experience attained in week 6 since this particular week created a great difference in my existing knowledge and understanding. In class effective knowledge about summarising had been provided by the lecturer. Previously I had some knowledge about summarising but used to have problem in properly implementing the technique. I had always found it hard to shorten any write up by using all relevant points. I used to get confused regarding what points to take and what points to ignore while summarising and paraphrasing from other writing materials (Bailey, 2017). Usually my summaries turned out to be lengthy and at one point I felt frustrated as I found myself to be lagging behind in the class. I continuously interacted with my lecturer and followed tutorials in order to find out some tricks which would help me in mastering summarising ability. The progress I made in the class had not been that much. In my last activity my tutor had advised me to practice summarising whenever I get time for enhancing my ability of identifying critical points and ignoring unimportant ones. To this learning experience additional good aspects got added after attending the lectures related to analytical and critical thinking. The sessions involved live presentation along with examples which was vivid and full of information. The videos were effective enough in providing good information and encouraged me in working upon my critical and analytical skills. I realised further that critical and analytical thinking is highly required for improving professional competencies. These areas greatly support decision making and problem solving processes. Somewhere I understood that critical and analytical thinking will also help me in improving summarisation technique and development of cover letters and CVs. 
[bookmark: _Toc47706276]Analysis of the learning experience obtained
On an overall basis I analysed that all the areas which I have chosen to reflect upon are interlinked with one another. Effective knowledge about academic writing greatly supports better formulation of cover letter and CV. In addition to the summarising technique is necessary for efficiently writing down my strength points in my cover letter (Bailey, 2017). Analytical and critical thinking leads to better understanding and summarization of experiences and learning. There are certain which I think I could have done differently while continuing with the module. I solely focused on the weeks learning and assistance of the tutors for supporting my learning. I could have taken some time to join some course outside the classroom. This could have acted as supportive learning for me. I did have carried out my research on internet gathering additional materials and discussing them with my tutor. However, additional guidance could have sped up my learning. For example, the areas of sentence construction still need a lot of work and involvement. Without this learning I will not be able to implement my other experiences like those of cover letter and CV. Therefore, I have analysed that I am in need of additional guidance and organize the learning materials well in order to not get confused and utilise everything in a proper way. From my overall experience I am of the opinion that I still have rooms for improvement with respect to aspects like academic writing, analytical and critical thinking and summarization (McPeck, 2016). I have decided to focus on these areas first as gaining proficiency in them will ultimately show me the way of better developing my professional CV along with an appropriate cover letter. 
In order to summarise my analysis of the learning event I have framed some reflective questions and answered them. 
· What was my knowledge of the topics before class?
I had some basic idea about the structuring and framing of a CV but I did not have better idea about cover letters. I learnt a lot about these topics in the classes. I had knowledge about the structuring, writing style and format of essays but had poor knowledge about sentence, clause and paragraph structuring. The respective classes cleared many of my doubts like usage of articles, tense, verbs, strength of a paragraph, use of different punctuations, identification of clauses, etc. Regarding summary writing I had done it before but used to have problem in identifying important points. I had no previous idea about analytical and critical thinking.
· Did I like the class where it was discussed?
I liked all the classes on the five topics. They involved using videos, images, detailed lectures, examples, presentations and activities which greatly helped in proper understanding. The classrooms had suitable facilities to help us in gaining proper knowledge from the classes.
· Did I understand the topic?
I had no problem in understanding the five topics. The lecturers not only provided detailed explanations but also guided us through examples and suggestions. I had received useful feedback and advices from the lectures which further helped in understanding. I had little confusion or doubt in relation to the topics.
· What did I particularly like/dislike about it?
I liked the provision of templates and different examples of CVs and cover letters during the lectures. The templates and samples helped me in coming up with my own CV and cover letter. I think the time allocated for these topics was adequate for good understanding. However, I think more time was needed for the academic writing and critical and analytical topics. Some of us had problem with better writing skills and still have doubts. Some more classes would have been good. Another thing I disliked is the presentation during analytical and critical thinking class. It was detailed but still I think that it could have been more interactive. The question and answer session according to me was not enough and more classes are required for clarification.
· Was it easy/difficult/inspiring/boring/useful and why?
The classes on topics CV and cover letter writing were very inspiring and useful. This is because I got the chance to improve my CV. Also I learnt about cover letters and I have started working on the points highlighted by the lecturer. The academic writing class was difficult because I had difficulty in understanding the use of clauses. I had negligible idea about clauses and my sentence structuring was also weak. But I found it inspiring as it encouraged me to focus more on my development and carry out self-learning which helped to a great extent. The summary writing class was useful as it provided some steps which I can use to overcome my difficulties. I am now able to identify important points and also my summaries are not getting too lengthy. The analytical and critical thinking class was inspiring and useful as it made me think about my development planning.
[bookmark: _Toc47706277]Conclusion 
The learning experience which I obtained from this module is greatly helpful and essential for my professional development. Prior to this module I had poor and basic knowledge about the selected five areas which could not have helped in fulfilling my future goals. For example, I used to think about my CV but never had given a though of learning about the purpose of cover letters. This piece of learning has entirely changed my viewpoint regarding the necessity of showcasing my talents and experiences in front of the employers in a more organised, unique and professional manner. Similarly I realised that there is a close link between improvement of academic writing knowledge, analytical and critical thinking and professional knowledge development. I also analysed that I could have done some external courses in order to support my learning in the class. On an overall basis I can conclude that the learning I obtained has several good aspects in comparison to bad experiences. I have experienced failure and mistakes at certain points but they only added to my learning. I would continue with refinement of whatever I have learnt in this module.
[bookmark: _Toc47706278]Action Plan
I have decided to undertake the below provided actions in order to further support my learning,
· I will join some external courses on academic writing in order to continue with my improvement of grammatical knowledge, sentence construction knowledge and summarization technique.
· I will start maintaining a learning log in order to reflect upon my progress and track how much improvement I have made in comparison to prior learning.
· I will use my learning log to reflect on my performance and discuss my performance with my tutors for obtaining more suggestions and feedback. 
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