8

[image: The University of Wales Trinity Saint David (UWTSD) | 4theRegion]

				Reflective Report 


Student name: Katya Koleva 
Student ID: 2123449
Module name: Academic and Employability Skills
Module code: BMSW4001LCHS4001_LON
Lecturer: Dr Lizeta Demetriou 

				Submitted on: 



Table of contents 

Introduction……………………………………………3
Gibb’s reflective cycle……………………………..3
Time management…………………………………..………………………………3
CV Writing………………………………………………………………………………4
Cover letter ……………………………………………………………………5
Reflection …………………………………………………………6
Conclusion …………………………………………………….6
Appendix………………………………………………..7
References……………………………8












1. Introduction 
Reflection is a focussed activity in which you evaluate skills, or your own practice in order to learn and improve.​Reflection is about questioning, in a positive way. There are reflective models namely Gibb’s ‘Reflective Cycle’, Kolb’s ‘Experiential Learning Cycle’, Driscoll’s Model.  In this report, I will reflect on my learning following Gibb’s reflective cycle, I will write about time management, CV writing and Cover letter writing. I will explain the description, Feelings, Evaluation, Analysis, Conclusion and Action plan for this three components. After that I will write about Reflection I will end up with my conclusion.


2. Gibb’s reflective Cycle 
I will explain what Gibb’s reflective Cycle is.
This was industrialized by Graham Gibbs in 1988 to show us how to learn from our experience. This reflective method allowing you to learn and plan things either went well or didn’t go well. There is 6 stages:
Description of the experience: In this section I can describe the situation in detail and ask myself couple of questions like: Why? When? How?
Feelings and thoughts about the experience: Here I can explore all my feelings.
Evaluation of the experience, both good and bad: Here I can evaluate all good and bad things.
Analysis to make sense of the situation: The analysis step is where you have a chance to make sense of what happened.
Steps of Gibb’s reflective Cycle
Step one is Description, step two is Feelings, step three Evaluations step forth Conclusion and step five is Action.
     
3. Time Management 

Description: In week one we start learning about time management. We start look at   
	· What is Time Management?
· Which activities take time?
· Basic time management principles
· Daily time management 
· Review your use of time
· Organization and time management
	· Weekly to-do lists
· Setting “SMART” goals
· Aligning with your body clock
· Time management review
· Time management process
· Creating a log


 I learn what is time management (time management is to plan what you’re doing and using your time effectively) .In class we did our first weekly To-do list. I learn how to do my to-do list daily and also how to set a SMART goals. We did our first time log in class as an activity.
Feelings:  I was felling kind of confident during this class because I always tried to use my time effectively but after this first session I was feeling more confident because I learn more tips which I start use immediately.
Evaluation:  I learn to set up SMART goals, I learn how to organize my time, and how to do my daily time management, I learn which activity takes time. This session help me a lot to understand how important our time is. 
Analysis:  I like this first class because of the tools I learn, at this first session I struggle a bit with the SMART goals, for my this information was new.
Conclusion:  For this first session my conclusion is the time management is using your time effectively, SMART goals are Specific, Measurable, Achievable, Realistic, and Time-Related. 
Action plan:  I’m going to do my daily to-do list and my weakly to-do list.


CV Writing


Description:  In week 8a we learn what is CV basically CV is a document where you are writing who you are, your qualifications, work experience this help you to find a workplace. In class we did some activity the teacher ask us to make lists which is relevant to us about our knoweddge,skills,attributes and other things. We learn what we need to include in our CV.First we have to include a personal contact details like “name, email address, contact telephone, address, linked”. Second we have to add our personal statement. After we learn to write personal statement the teacher ask us to write our personal statement and here is my one: Office Administrator with 6 months experience. My highest duty is to support team and customers for whole business processes. Some of their responsibilities include:
Dealing the welcoming area, as well as welcoming customers and clients. Dealing business communication, counting    phone calls, emails, letters and packages. Control office, scheduling the trucks and seeing which one where to go. Organising the office and make sure is nice, tidy and clean. Shut down the trucks, check fulcrum hourly. Performing data entry roles, including updating records and scanning papers for the drivers.  After that we continue to learn what else we need to add in our CV.The third thing is Education and qualifications we learn that we have to write down the title of qualification the dates of qualification after that we have to write down our work experience.
Feelings:  Before this class I was always confused how to write my CV, I had some unsuccessful CV which I was sending to workplace and employers never come back to me.After this class with the help of the teacher I write down my first good CV.

Evaluation: In this class I learn what a CV is and how to write a CV.
Analysis: I like this session because I learn something which is really important for future in this class I did something which really help me. I wrote my first professional CV and with this CV I am sure employers will come back to me.
Conclusion: CV is a paper used when applying for jobs. It lets you to review what kind of your education, skills and experience you have and supporting you to successfully sell your facilities to good employers.
Action plan: I am going to write my CV with all the tools I learn in this session. I will use everything I learn.
        Cover letter writing:
Description:  In week 8b I learn what cover letter is. A cover letter is a professional business letter which summarises why you are suitable for the job. When we learn everything about cover letter and how to write cover letter we use a module template to write cover letter for one job role. I read carefully the job description which is on module as well and write down my cover letter about administrator. I learn what I should include in the cover letter first of all  I learn that I have to find out to whom I am writing and if I did not find the person name I can write Dear Sir/Madam or Hiring Manager. Second point is to introduce yourself here I learn that I can write down the position I am applying for, information about myself I can write down my career goals. I learn that I have to write down STAR method which is (Situation, Task, Action, and Result). When we are writing cover letter we have to do some research about the company and write down how you can help this company. Last step is to thank them for spending time read your report.
Feelings:  To be honest I never write any cover letter in my life and this session was really difficult for me. I was really focused because I really wanted to know how I can write my cover letter. After this class I was feeling much more confident to write cover letter because of all examples we had in class.
Evaluation: I learn what cover letter is. A cover letter is a professional business letter which summarises why you are suitable for the job. I learn how to write my own cover letter.
Conclusion: The cover letter can help you can to the job you want.
Action plan: I will write down a good cover letter in future, because now I know how to do it.




4. Reflection 
Description: In week 3 we had a class on reflection.
We learn what is reflection, what is reflective writing and report. Reflection is activity in which you analyse experiences, or you own skills and practice and you can learn and improve.
Reflective writing is reflective thinking you have to looking back at something after that you have to analysing the idea and last thing is to think what the idea means to you. There is three models of reflection the first one is Gibb’s ‘Reflective Cycle’ second Kolb’s ‘Experiential Learning Cycle ‘and the third one is Driscoll’sModel.


5.Conclusion:
I will conclude everything what I cover in this report the first think I was writing is Gibb’s reflective cycle this shows you how to learn from your experience. Then I start write down about Time management, cover letter and CV writing in this report I mention the Description, Feelings, Evaluation, Analysis, Conclusion and Action plan for this three components. After that I write down about Reflection.
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