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Introduction

This reflective academic report will be discussed my academic knowledge based on learning in the Academic and Employability skills course module and the impact on my personal skills as a learner and practitioner. The aim is to reflect to my own knowledge and skills based on methods and theories. In this reflective report will be discussed Analytical thinking skills as method to resolve problems and method of contribute relevant arguments. Reflective writing will be discussed as tool for improving own personal skills by reflecting to past situations. Theories as Honey and Mumford and Gibbs’ reflective cycle will be presented as support to the importance of reflective writing.  Importance of Cover letter writing will be discussed as tool to introduce yourself to the employers. CV writing importance to achieve job position is part of the reflective report as well. Time management is describe with theories- Pareto’s 80/20 principle and Eisenhower’s method for effective way to manage time. 


Analytical thinking
Analytical thinking can be described as a method to collect observe and sort information, problems, and find a relevant solution based on reliable arguments. (Terrell, 2019) The benefits of analytical thinking are: careful analysis of facts and events, improving the ability to build logical relation between different topics or problems, a vision of perspective, and a clear expression of the feelings. Analytical thinking help to improve problem-solving skills and decision-making skills.
 For me, the most useful element of analytical thinking is the ability to find a relevant solution based on reliable arguments. This is perhaps related to in-class exercises and playing chess in my time. Having applied the strategy in the chess game I realize that I can make better decisions or find relevant solutions. However, I have still to improve my abilities to think analytically. Improving this knowledge will be essential to me as a practitioner because I will be able to set aims and easily to be fulfilled with the help of algorithms and hypotheses used in my professional and academic life. 
As a next step, I need to find books for analytical thinking and read them, read more detective novels and continue with chess games.





Reflective writing
Gibbs’ Reflective Cycle(1988)
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According to Gibbs’ Reflective Cycle(1988) keeping the stages of reflection( Description, Feelings, Evaluation, Analysis, Conclusion and Action plan) based on own experience or activity can be made a plan for improvement and personal development. Reflection to own experience is important and can improve skills and reactions in the workplace, in University and everyday life. 
Reflection writing is useful for me because I can look back and analyze my actions and observe them, which is helping me to understand why I am making mistakes and to prevent them in the future. I noticed, that my reactions are different after starting to fill diary with reflecting character following Gibbs’ Reflective Cycle, my relationships with colleagues are bond and healthy, my attitude is more respectful to others. Having learned how to use Gibbs’ Reflective Cycle put me as a bystander of my behavior and now I feel a more effective part of the society because of my adequate reactions. As a next step, I need to try to understand other’s behavior and estimate their behavior with reflective writing as a tool, this will help me to understand others better and prevent hurting someone’s feelings. As appendix I will attached from in-class exercise the template used in this academic reflective report. 




Honey and Mumford’s Learning Styles Questionnaire(1986)
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According to Honey and Mumford(1982), Kolb’s Experimental Learning Cycle can be defined as a theory which concerned with cognitive internal processes of the learner. “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38). Back in 1976, David Kolb defined different learning styles. He divides two separate directions, dividing them into two opposite categories. The first group includes Activists which actively accepting and processing information and Reflectors which define the more passive type of learners. The second group includes Theorists which process information analytically and logically and Pragmatists which are focus on action and task accomplishment. Based on Kolb’s theory in 1986 Honey and Mumford develop Honey and Mumford’s Learning Styles Questionnaire as a research tool. 
For me as a student, the most useful element of Kolb’s Experimental Learning Cycle was learning my type of learning using Honey and Mumford’s Questionnaire as an in-class exercise. I will attach as appendix my learning styles questionnaire. The results, I believe define me as a learner except for the part of Reflector where says “Stand back and observe”. I am always active and participate in every part of teamwork or events. I am the type of person who likes to observe information and reflect on it before taking action. I like to be innovative and precise in every task that I am doing. As a reflector, I prefer a theoretical learning style and I put on the side my feelings and emotions. I like to collect facts, organizing them in a logical sequence, and applying them in methodically order. (Le.ac.uk, 2019) Having analyzed my style as a learner I now think I can focus on my stronger abilities and develop my way of effectively and efficiently learning. I have significantly developed my ability to take the information. This knowledge will be essential to me as a learner because it will affect my University performance.
Cover letter writing
According to Beatty(2004), a Cover letter can be defined as peace of writing which supports the main document(CV) when the employee is applying for a position in companies. The connection between the job applicant and the employer is the CV and the cover letter, the first impression is very important and will be significant for the outcome of the interview. The cover letter is the place where the candidate/applicant can explain why he/she is the best for the position. 
In University I learned how to write a proper cover letter. For me, the most useful aspect was where I can write about my skills and abilities. Previously, I did not realize how important is to introduce yourself properly to the future employer This is perhaps because of my focus on the CV instead of focusing on both of them. Having learned how to write a proper cover letter in business style. I now realize how important and substantial it is to support the CV with it. I have significantly developed my ability to write a cover letter. This means that next time when I am applying for a job I will be able to use the tool.

CV writing
CV(Curriculum vitae) can be defined as a document that describes skills, personal abilities, qualifications, and experience. (Morgan,1997: 339) Also in the CV can be described the professional goals and knowledge achieved. The main arias to focus on are Knowledge, Skills, Attributes, and other things. Every CV needs to be included references, usually academic and one(or more) from the previous employer.
In University I learned how to write a proper CV. For me, the most important element learned was the format and the structure. Previously, I thought that one CV is fine to be sent for different job positions and I do not need to change the format and the described information. This is probably my big mistake and explained by the result of so many missed job positions. Having applied the learned information about CV writing I now think that I will be able to express my abilities and skills properly to the employers. Most importantly, I have learned that I need to focus on the way of writing using formal language. I have significantly improved my ability to write a CV. This makes me feel able and free to relate to my knowledge and skills to apply for a job in the future. This knowledge could be useful to me as a practitioner because I will be able to apply for new positions and upgrade myself as a professional. 





Time management (80/20, Eizenhauer’s method) 

According to Cambridge Dictionary(2020), Time management can be defined as a practice of using the available time effectively and usefully. According to Dunford(2014), The Principle for time management was discovered by Vilfredo Pareto in 1896 and it was published in his first work “A political economy course”. The idea was born when Pareto found that 80% of his vegetable garden pea is produced by 20% of the pea pods. Based on his research he found a similar ratio in economics. The main idea of Pareto’s Principle is that most things in life(results, rewards, and efforts) are not with equal value. Some things matter more than others. 20% of efforts produce 80% of results. 
After the lesson about Pareto’s principle in the first term, I decided to apply it to my university and everyday tasks. For me, the meaningful aspect was to reduce my stress resulted from managing personal, social, work, and university life. Previously, I did not think it is going to work, my habits to manage everything and controlling every small bit of my tasks made me skeptical, this is perhaps because I was able to believe only to my own merits for everything. Having applied the principle first I felt anxious because of losing control. Most importantly I continued and now I feel more rested and productive. Focusing on my tasks(often no urgent, but most important) gave me the freedom to manage my time effectively and efficiently. This skill will be useful to me as a practitioner because by setting up priorities I will be able to be more effective for the company.

Eisenhower’s method
“What is important is seldom urgent and what is urgent is seldom important” – Dwight D. Eisenhower                          (Opping,2017)

The urgent/important principle by Dwight D. Eisenhower is based on task prioritization. The aim is to allocate and achieve setup goals. First thing is to evaluate the importance and urgency of each task. By following Eisenhower’s method for me, the useful element was my ability to prioritize my tasks. Previously, I did not think, that recognizing the biggest priorities should have a big impact on my productivity. Having applied the Eisenhower’s method I now realize the difference between the long-term impact tasks and those without any impact. This knowledge will essential to me as a practitioner because I will be more effective and efficient in my workplace in the future. 



Conclusion


The purpose of this academic reflective report was to observe and reflect on my skills as a learner and practitioner based on what has been learned from me in the Academic and Employability skills course. By using theories and methods of reflection as Gibbs’ reflective cycle, Eisenhower’s method, and Honey and Mumford’s questionnaire I discussed the result from applying them in my academic, employability, and personal life. Skills as analytical thinking, reflective writing, cover letter writing, and CV writing were discussed as tools used by me to develop my skills.
By using theories and methods and my thoughts all of my thesis has been proven. Still, I need to improve some areas such as CV writing and Reflective writing. Accordingly, my observation is that this course is helpful for me to develop and improve my skills as a learner and practitioner.
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You are an Auditory learner! Check out the information below, or view all of
the learning styles.

Auditory

If you are an auditory learner, you learn by hearing and listening. You
understand and remember things you have heard. You store information by
the way it sounds, and you have an easier time understanding spoken
instructions than written ones. You often learn by reading out loud because
you have to hear it or speak it in order to know it.

As an auditory learner, you probably hum or talk to yourself or others if you
become bored. People may think you are not paying attention, even though
you may be hearing and understanding everything being said.

Here are some things that auditory learners like you can do to learn better.

e Sit where you can hear.

e Have your hearing checked on a regular basis.

e Use flashcards to learn new words; read them out loud.

e Read stories, assignments, or directions out loud.

e Record yourself spelling words and then listen to the recording.
e Have test questions read to you out loud.

e Study new material by reading it out loud.

Remember that you need to hear things, not just see things, in order to
learn well.
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Honey and Mumford: Learning Styles Questionnaire

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the
results depends on how honest you can be. There are no right or wrong answers. If you agree more
than you disagree with a statement put a tick. If you disagree more than you agree put a cross by it. Be
sure to mark each item with either a tick or cross. When you have completed the questionnaire, continue
this task by responding to the points that follow.
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I have strong beliefs about what is right and wrong, good and bad.
| often act without considering the possible consequences.

I tend to solve problems using a step-by-step approach.

| believe that formal procedures and policies restrict people.

| have a reputation for saying what I think, simply and directly.

I often find that actions based on feelings are as sound as those based on careful thought and
analysis.

Ilike the sort of work where | have time for thorough preparation and implementation.
| regularly question people about their basic assumptions.

What matters most is whether something works in practice.

| actively seek out new experiences.

When | hear about a new idea or approach | immediately start working out how to apply it in
practice.

1 am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a
fixed routine etc.

| take pride in doing a thorough job.

| get on best with logical, analytical people and less well with spontaneous, "irrational” people.
| take care over the interpretation of data available to me and avoid jumping to conclusions.

| like to reach a decision carefully after weighing up many alternatives.

I'm attracted more to novel, unusual ideas than to practical ones.

| don't like disorganised things and prefer to fit things into a coherent pattern.

| accept and stick to laid down procedures and policies so long as | regard them as an efficient
way of getting the job done.

| like to relate my actions to a general principle.

In discussions | like to get straight to the point.

| tend to have distant, rather formal relationships with people at work.
| thrive on the challenge of tackling something new and different.

| enjoy fun-loving, spontaneous people.

| pay meticulous attention to detail before coming to a conclusion.

| find it difficult to produce ideas on impulse.

| believe in coming to the point immediately.

| am careful not to jump to conclusions too quickly.

| prefer to have as many sources of information as possible -the more data to mull over the
better.

Flippant people who don't take things seriously enough usually irritate me.

| listen to other people's point of view before putting my own forward.

| tend to be open about how I'm feeling.
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y watching the manoeuvrings of the other participants.

In discussions | enjo
basis rather than plan things out in

| prefer to respond to events on a spontaneous, flexible

advance.
| tend to be attracted to techniques such as network analysis, flow charts, branching

programmes, contingency planning, etc.
It worries me if | have to rush out a piece of work to meet a tight deadline.

I tend to judge people’s ideas on their practical merits.
Quiet, thoughtful people tend to make me feel uneasy.

| often get irritated by people who want to rush things.

It is more important to enjoy the present moment than to think about the past or future.

| think that decisions based on a thorough analysis of all the information are sounder than

those based on intuition.
I tend to be a perfectionist.

In discussions | usually produce lots of spontaneous ideas.

In meetings | put forward practical realistic ideas.

More often than not, rules are there to be broken.

| prefer to stand back from a situation and consider all the perspectives.

| can often see inconsistencies and weaknesses in other people's arguments.
On balance | talk more than | listen.

| can often see better, more practical ways to get things done.

| think written reports should be short and to the point.

| believe that rational, logical thinking should win the day.

I tend to discuss specific things with people rather than engaging in social discussion.

| like people who approach things realistically rather than theoretically.

In discussions | get impatient with irrelevancies and digressions.

If | have a report to write | tend to produce lots of drafts before settling on the final version.
| am keen to try things out to see if they work in practice.

| am keen to reach answers via a logical approach.

| enjoy being the one that talks a lot.

In discussions | often find | am the realist, keeping people to the point and avoiding wild
speculations.

I like to ponder many alternatives before making up my mind.
In discussions with people | often find | am the most dispassionate and objective.

In discussions I'm more likely to adopt a "low profile” than to take the lead and do most of the

talking.
| like to be able to relate current actions to a longer-term bigger picture.

When things go wrong | am happy to shrug it off and "put it down to experience”
| tend to reject wild, spontaneous ideas as being impractical

It's best to think carefully before taking action.
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On balance | do the listening rather than the talking

I tend to be tough on people who find it difficult to adopt a logical approach.

Most times | believe the end justifies the means.

I don't mind hurting people's feelings so long as the job gets done.

1find the formality of having specific objectives and plans stifling.

I'm usually one of the people who puts life into a party.

| do whatever is expedient to get the job done.

1 quickly get bored with methodical, detailed work.

1 am keen on exploring the basic assumptions, principles and theories underpinning things and

events.

I'm always interested to find out what people think.

| like meetings to be run on methodical lines, sticking to laid down agenda, etc.

| steer clear of subjective or ambiguous topics.

I enjoy the drama and excitement of a crisis situation.

People often find me insensitive to their feelings.

You score one point for each item you ticked. There are no points for crossed items. Circle the
questions you ticked on the list below:

Totals
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Activist

Reflector Theorist Pragmatist

Your result may show that you have a particular learning style. It may be useful to bear this in mind as you
approach tasks. Was the approach you adopted the best one in the circumstances? Would adopting another
learning style have improved you performance?
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At this point you may also find it helpful to read through Characteristics of the Four Learning Styles, which follow,
This provides more detail and should help you clarify your sense of your own preferred style(s)

~_
Activitists (Do)

* Immerse themselves fully in new experiences
* Enjoy here and now

* Open minded, enthusiastic, flexible

® Actfirst, consider consequences later

*  Seek to centre activity around themselves

Reflectors (Review)

¢ Stand back and observe

¢ Cautious, take a back seat

¢ Collect and analyze data about experience and events, slow to reach conclusions

* Use information from past, present and immediate observations to maintain a big picture perspective.
Theorists (Conclude)

* Think through problems in a logical manner, value rationality and objectivity
* Assimilate disparate facts into coherent theories
* Disciplined, aiming to fit things into rational order

* Keen on basic assumptions, principles, theories, models and systems thinking

Pragmatists (Plan)

* Keen to put ideas, theories and techniques into practice

Search new ideas and experiment

Act quickly and confidently on ideas, gets straight to the point

Are impatient with endless discussion
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Vocabulary aid

The following are just a few suggestions for words and phrases that might be useful in reflective
writing. Using any of these words and phrases will not in itself make you a good reflective writer, of
course! The vocabulary aid is structured according to the three-part analysis that is modelled on the

previous page of this handout.

1 Description (the short bit!)

We are not suggesting specific vocabulary for any descriptive elgments of your reflective wrjting. because
the range of possible events, ideas or objects on which you might be required to reflect is so great.

Do remember, though, that if describing an idea, for example a th_eory or model, it is qsual[y best to
use the present tense e.g. ‘Social interdependence theory recognises.... (not ‘recognised’).
Events, of course, are nearly always described using the past tense.

2 Interpretation (probably the most important bit)

aspect(s)
element(s)
meaningful experience(s) was (were)...
significant issue(s)
For me, the [most] important idea(s)
relevant
useful arose from...
learning happened when...
resulted from...
Previously, thought (did not think)...
At the time, felt (did not feel)...
At first knew (did not know)...
Initially, ! noticed (did not notice)...
Subsequently, questioned (did not question)...
Later, realised (did not realise)...
might be because of...
[Alternatively,] 3 is perhaps dueto...
This
[Equally,] could be explained by...
is probably related to...
This ‘ ?s similar to... S |
is unlike...

reveals...

[Un]Like... this {
demonstrates...
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3 Outcome

read... feel...
experienced... think...
” applied... realise...
Harg discussed... inaw wonder...
analysed... question...
learned... know...
[Additionally,]
[Furthermore,] | have learned that...

[Most importantly,]

| have significantly my skills in...
slightly developed my understanding of...
improved my knowledge of...

However, | have not [sufficiently] my ability to...

This means that...
This makes me feel...

This knowledge is essential
This understanding could be important tomeasa learn_en_' [because...]
. 5 to me as a practitioner [because...]
This skill will be useful
did not...

have not yet...

am not yet certain about...
am not yet confident about...
do not yet know...

do not yet understand...

Because | I will now need to...

As anext step, | need to...

. Martin Hampton
° ‘email: academicskils@port.ac.uk

University of Jrwwport ac ek Department for Curriculum
Portsmouth WA13a:08/10 and Quality Enhancement
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LEARNING AND INFORMATION SERVICES
Guide to Reflective Writing
What is reflective writing?

Reflection is defined by the Oxford English Dictionary (2012) as “The action or process of thinking carefully or deeply
about a particular subject, typically involving influence from one's past life and experiences.” Reflection is a way of
enabling self-development and deeper learning by looking back at an experience so as to learn from it and then
move forward. A person may discuss learning from an experience; reflective writing takes this a stage further by

putting the reflection into the more permanent and structured format of a written account and linking it to academic
theory.

Why write reflectively?

Reflecting on an experience (“Reflection on action”) can help you to make links between theory and practice and
between your past and present knowledge. Reflecting on, and learning from your experiences can help you to avoid
repeating mistakes and move away from acting automatically without thought: it will help you to identify the
successful aspects of an experience, and any useful principles which can be applied to other situations,

Reflective Writing:

* provides a way by which you can make best use of an experience (turning surface learning into deep
learning)

* can be used to record your progress throughout your study at University

® canimprove your performance by using the outcome of reflection to inform future practice

* isameans of learning by making links between theory and your practice

 isa skill which can continue to help you develop professionally after leaving University

Types of reflective writing

Reflective writing can take different forms. It may be an assessed piece of work that you write for your course in
which you include academic theory. Another type of reflective writing is a diary or journal (a learning log) which is
written solely for your own benefit, in which you record your thoughts and experiences about your learning
experience on a regular basis.

Features of reflective writing

Describing what happened and how you felt is only a small part of reflective writing, The emphasis as you write
should be on your analysis and exploration of the experience. Reflective writing differs from most academic wiriting,
in that you will use the first person (“I”) to describe the experience and your feelings. Most reflective writing for
assignments will also include an academic element so you should write in the first person ("I felt...") for your own
account and in the third person ("Jones (2010) suggests that ...") for the theory.

Use the past tense when writing about what happened and how you felt as you are looking back on the experience
(e-g- “Ifelt...”), but when referring to any academic theory, use the present tense as these ideas are still current (eg
“Jones argues that.

As in academic writing, reflective writing requires the use of formal language, arguments supported by evidence, and
fully referenced information resources.

Reflective writing looks to the future. You need to show how your reflection on what happened in the past will
inform your future practice.

Your analysis of the experience should be linked to academic theory in order to give it credibility.
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Getting started with reflective writing

Reflective writing can be more challenging than other forms of writing as it involves writing about feelings (anxieties
and mistakes, as well as successes). Describing an event can help you to start writing. The next step is to then ask
yourself questions about this event:

Description -~ What happened? Who was there?

Interpretation/analysis - What did | feel? Why did | respond in the way | did? What are the most important/relevant
aspects? How does it link to theory? What went well/what didn’t?

Outcome/evaluation - What have | learned? What would | change?

There are various models you can use to help you reflect (Kolb and Gibbs, for example) but if you are required to use
a particular model then use that.

Getting started with a learning journal

Your learning journal should not just describe your learning experience, but record your thoughts and feelings about
your learning — what you find difficult/easy, how you manage challenges, how your attitude towards learning has
changed or developed. Lecturers’ feedback could be used to list any improvements in your work or areas that you
need to work on in more depth. Try to get into the habit of reflecting on your learning for all of your modules.

Reading the chapter on studying effectively in Stella Cottrell's book (see Further Reading) can help you to think
about how you learn.

Tips
*  Try to stand back from the event and be as objective as possible. You should be as careful in your
reflective writing as you would be when writing any other assignment
*  Be aware that your reflection on an event can change with the passage of time. As you reflect more and
acquire more knowledge then your views may change. Your writing may also be affected by your
emotional state at the time of your writing
e Start to write as soon after the event as you can. Delaying your writing may make it difficult for you to
recall exactly what happened and how you felt, so your account will not be entirely accurate
o Be honest and admit to any anxieties and mistakes
e Select and use only key events and moments
e Use reflection as a positive that will help you to develop yourself and your skills
References

The Oxford English Dictionary [online] (2012) Oxford: Oxford University Press [Accessed: 4 January 2012]. Available
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Honey & Mumford Learning Styles Model
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