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Introduction

The focus of this reflective report will be centred around my learning in this module – more specifically, around four topics I have been taught during my past two terms, and how useful they have been. 
Following the structure of this report, I believe it is most appropriate that in the introduction, I underline that every topic covered has been useful in some aspect. However, some topics have been particularly beneficial and those are the ones I will be reflecting upon in this report. I will be applying my experience of each topic to a well-known model of reflection – Gibb’s reflective cycle. This model has six elements – description, feelings, evaluation, analysis, conclusion and action plan. I will be carrying out my reflection for the entirety of each topic through these six elements and ensure that everything flows together to correspond with the cycle. 

Organising study

           Like most working, family-orientated people, I experienced serious difficulties ever since I began studying at this university. It was complicated having to change the way I was accustomed to, because I have grown to believe my work and my family consume my entire everyday life and time. This clearly meant that I now had something new to dedicate my time to – my studies and developing my knowledge. This is why the topic of ‘organising study’ was especially relevant to me. 
           In the book ‘The business student’s guide to study and employability’ (Morgan, 2017a, p. 50-65), Morgan believes that the concept of time management can be simply defined as our ability to effectively manage our time – a definition that I completely agree with. The truth is that the more I informed myself on this topic (organising study), the more I began to form different thoughts and feelings. The mere fact that prior to this topic, I was not familiar with methods such as the Eisenhower method provokes me to feel slightly disappointed. Until this moment, I have not had to divide my priorities into four quadrants based on their degree of importance. I subconsciously organised my day-to-day tasks, and I rarely even wrote them down in the form of a to-do list. I assume that this has all led to mistakes that I have made. 
          Currently, I feel somewhat privileged for receiving academic knowledge on organising study, and overall, I do consider it a good experience that I hope will make me more organised. To analyse, I could say that this topic will bring me more benefits, such as an increase in my self-confidence, a peace of mind, an improvement in my productivity, and more leisure time with family and friends. (Bernstel, Windhaus, 2000, p. 4). From the moment I became familiar with the Eisenhower matrix, I should have linked it to other things I learned - for instance, the Pareto principle. My ability of identifying those 20% of my efforts that will provoke 80% of my good results will improve the overall picture of the Eisenhower matrix. With that knowledge, I can establish the fact that the second quadrant of the matrix is a reflection of Dwight Eisenhower’s thoughts. One of his quotes states that ‘’what is important is seldom urgent’’, which proves how he distinguished the difference between urgency and importance (Baer, 2014).

Report writing

My interest in this next topic was provoked by the fact that most of our assessments require us to write a report.  Additionally, understanding that the ability to write an effective report links with good communication, I can infer that it is a career skill which effects how well you get on in your career (Bowden, 2004, p. 11).
We learned the process of writing a report - for instance, important details such as the planning cycle (gather, process, evaluate, plan) and how to structure a report. During our lectures, we discussed things like how to divide our reports into logical sections, and how to shift from the general observation to the more specific elements of the message we are trying to convey. As a whole, everything that has been said has provoked an association for me, as I used to work as a police-officer and have had to write many reports. However, I cannot say that this entire topic was familiar to me, due to the fact that although I have previously written professional reports, they have never been academic (or reflective). I believe this is a positive impact, because this allowed me to work upon knowledge that I already have. 
 	The inevitable fact that anyone who reads a report will assess it, or develop their own personal analysis of it, makes this topic particularly serious and important. The more knowledge I gain through lectures, VLE (Virtual Learning Environment) and all further reading I have personally undertaken, the more I am constantly questioning the accuracy of my writing style, my choice of words and how clear and concise my writing is. After I graduate from this university, I will be seeking a career in the NHS, which brings me to the realisation that I will be progressing through my career in a state of constant improvement. Firstly, I am aware that I will be regularly writing reports. Not only that, but the reports written must be perfectly accurate and precise and contain all of the necessary information. The reason being is that the reports could be strictly about a patient’s health condition, and any mistakes made could have severe circumstances. Overall, I am able to recognise that till the end of my career life, I will be constantly developing and improving my report writing, to ensure that I do it accurately and effectively. 

Reflective writing
All definitions regarding the question ‘What is reflective practise?’ show us that there is a specific cycle of reflection – teach, self-assess, consider, and practise. As a part of this process, we can establish that reflective writing has the same circular structure, but on the contrary, it is an expression of mental reflection on paper (Moon, 2004, p. 186). 			When I first found out that this current report would be a piece of reflective writing, I began to contemplate which model of reflection would be most suitable – Gibb’s reflective cycle, or Kolb’s Experiential Learning Cycle, and I ended up choosing Gibb’s.  Despite that, various fragments from Kolb’s reflective cycle were constantly appearing in my subconscious and making me think about certain things: the amount of concrete experience I have at the moment, whether or not I have learned and reflected from the experience, and how I am planning to try out everything I have learned.							 I have to admit that all of the notes that I have taken throughout my lectures, in spite of their seemingly unclear structure, have contributed a lot to my overall reflection. This is due to the fact that they are a representation of my thoughts in the moment. The main thing that complicated this topic is the uncertainty of how the reader of my writing is going to perceive it. The same story (or a fact, or an event) will be viewed in a different way according to the readers, because everyone reflects differently.  Analysing this, it became hard for me to identify what is right and wrong when it comes to the matter of interpretation – will my audience be able to comprehend my general point of view, as no one reading the report has any knowledge over my background, my education, or even my emotional state? I have come to the conclusion that through reflective writing, I am portraying myself and demonstrating my learning fully, and leaving everything for the reader to interpret.  In the past, I have sometimes made the mistake of solely focusing on satisfying the reader, which turned my reflections into insincere pieces of writing, when in fact, I should take advantage of this freedom and express myself through my reflection. 
CV writing 
Lastly, I can acknowledge that this topic (curriculum vitae writing) was helpful for me, as it has never been necessary for me to write a CV. To briefly define, a CV is a document written to convince an employer that your skills and qualifications are worth an employment offer (Morgan, 2017b: 339).  In relation to this, during the lecture for this topic, we discussed questions such as: how to accurately target a CV, what it should include, how to structure a CV, etc. As a person who worked in a public sector (former police officer) for over 10 years in my home country, and here, in the UK, as a builder, I have never been in a position where I have had to write any similar document. Throughout my careers, I have demonstrated my abilities physically, instead of having to write them down, in order to sell myself. Thus, I cannot honestly claim that this topic provoked certain feelings for me, it rather directed my attention to the material being taught and made me particularly focused. Analysing all newly gained knowledges, I did not find most of the material challenging, for instance, how to avoid discrimination, how to protect my personal data, and how to ensure I am not making grammar errors. I understand these rules and agree with them. However, what I did find more difficult was understanding how to maintain the interest of the employer, in a way that grasps their attention. I believe that usually, the employer may not have enough time to read through every CV, start to finish. It is important that when writing my CV, I make it intriguing enough that they want to read further – but, I also have to remember to keep it short and simple, which is exactly what I find especially challenging. Clearly, the writing of a positive CV requires constant practise and improvement, and it is not exclusively a matter of what theoretical knowledges I have. In ‘Write a Winning CV’ Amos (2001, p. 25) proposes the same point – she explains that when it comes to CV writing, there is no such thing as good enough, and we should always try to improve our CV and make it as much of a positive impression as possible. Therefore, on my way towards my career goals in the field of Health and Social Care, I need to continue practising and adapting to effective CV writing, as it is something I can continuously seek improvement in.
Conclusion
Despite the fact that in the writing above there may seemingly be boundaries between the four topics, they are all broadly covering the same conscious process – learning (experiential, reflective, etc.). In fact, three of the topics I chose are directly linked with career development. How organised we are when it comes to our studies, how effectively we can write a CV, and how well we can write reports are vital skills needed for pretty much every career. As for the other topic, reflective writing, I believe that it links more towards our everyday life. To elaborate, everyone works in a team at some point or another, therefore, it is important that we express ourselves in a reflective, transparent manner so we can work effectively, and even write effectively. We can practise reflective thinking by asking ourselves questions such as: what your thoughts and feelings are about a certain experience, what you could have done differently and what you will do in the future. Regardless of the fact that I used Gibb’s reflective cycle in this report, I do not want to underestimate the other reflective cycle we were taught - Kolb’s learning cycle. Even though I do believe I achieved a successful self-analysis through Gibb’s cycle, Kolb’s cycle has also helped me in some ways – for example, I filled in Kolb’s Learning Style Questionnaire, which enabled me to see what kind of learner I am and in what style I learn best. 										Overall, to conclude, this module has provided me with the base of a new process. From now on, I can only begin to continually improve and work upon these new knowledges, since as I have established before, there is always room for improvement and further development. 
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