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REFLECTIVE WRITING

Reflective writing is opportunity to express what you know and how it relates to your experience.
Reflective writing helps you to think about what you learn and how is useful , and also is an analitycal process .
‚ It is not sufficient to have an experience in order to learn.Whitout reflecting on this experience it may quickly forgotten, or its learning potential lost. ‚ (Gibbs,1988,p9)
Graham Gibbs in 1988 create one model of reflective learning cycle:
· Description: what happened?
· Feelings: what you thinking and feeling?
· Evaluation: what was good or bad about the experience?
· Analysis: what sense can you make of the situation?
· Conclusion: what could you have done differently?
· Action plan: how will you approach a similar situation in the future?
The most significant for me in this course is how to improve my skills to be accepted to work.
In first term we learn about sentence, summarissing  ,  time management, everything i learn in first term i can develop in future.
For me the most important is time management because in this days is a problem, i learn how to manage my time , the way to organize everything.
WORK SMARTER NOT HARDER!
Previously i did not know to manage my time , how to make one sentence , later after this class the importance of this knowledge is very useful.
This understanding could be useful for me as a practitioner because i can to improve my skills .

As a next step I need to do more practice about what i learn.

Self –reflective writing it is a document that you write that develops over the period of the term and records the progress of what you learn.

Before this module I did not how to take note , how to read this notes, is normal to take notes and read at home to understand what you learn in class.
It is important to determine which pieces of information in a lecture or reading are important and which pieces are not. The best way to do this is to be critical when you read or listen. Ask yourself if the information you’re hearing is IMPORTANT, RELEVANT, and CREDIBLE. In other words, does the information demonstrate a major point, does it relate to the subject matter, and is it believable or supported?
Rowntree (1976: 40-64) outlines what he calls the ‘SQ3R’ approach to reading and note taking from text. He suggests that students should use the following activities in order to get the most from a reading in the most efficient way. 1. Survey – flip through the chapter or book and note the layout, first and last chapters or paragraphs, look at the headings used, familiarise yourself with the reading. 2. Question – Ask questions about the way the reading is structured and think about the questions you will need to keep in mind while reading. Think about whether or not you think the book is relevant or if it’s current and if it suits the purpose of your study. 3. Read – read actively but quickly, looking for the main points of the reading – don’t take any notes – you might want to read through twice quickly. 4. Recall – Write down the main points of the reading and any really important facts, and opinions that help support the main points. Also record the bibliographic details. 5. Review – repeat the first three steps over and make sure you haven’t missed anything. At this point you might like to finalise your notes and reread your notes or write down how the material you’ve just covered relates to your question or task. Tips for taking notes from lectures It is important that you understand why you are attending the lecture. Prepare for a lecture and think about what you are hoping to achieve. Think about the lecture topic in relation to your other methods of study and information input and think about what you would like to learn or have explained more clearly. Remember that you cannot revisit lecture material, so you might consider using a tape recorder or buddy system to supplement your own notes. Always revisit your notes as soon as possible after taking them and never rely solely on someone else’s notes. The lecturer should summarise his or her main points at regular points during the lecture. Look out for help during the introduction where the lecturer may give a linear-type list of the topics to be covered. Also listen for breaks between topics where the lecturer might summarise the most important points they have just covered. At the end of the lecture, another summary should be provided that may help you review your notes and determine if you have missed any important information. If this is the case, be sure to approach the lecturer for clarification on any points that you did not fully understand or to help you complete your notes.

Also before the first term I did not how to write reports because at my workplace I do this kind of reports. 

Writing reports was most significant information for me because after this course I can improve myself and my work.

Writing the report: if you follow the seven stage of writing is very useful and you can do much easier the report: 
1. Understanding the report brief
2. Gathering and selecting information
3. Organising your material
4. Analysing your material
5. Writing the report

 Introduce the main idea of the chapter/section/paragraph  Explain and expand the idea, defining any key terms.  Present relevant evidence to support your point(s).  Comment on each piece of evidence showing how it relates to your point(s).  Conclude your chapter/section/paragraph by either showing its significance to the report as a whole or making a link to the next chapter/section/paragraph.
6. Reviewing and redrafting
7. Presentation
Feedback.
TERM 2 start and we develop more knowledge for example how to do a proper CV and Cover letter which before i din not know how to do.
What i understand about CV  is a personal marketing document used to sell yourself to prospective employers. It should tell them about you, your professional history and your skills, abilities and achievements, and also whit this you can apply for job.
I understand the importance of writing skills on CV and the most relevant is: 
1. Active Listening.
2. Adaptability.
3. Communication.
4. Creativity.
5. Critical Thinking.
6. Customer Service.
7. Decision Making.
8. Interpersonal Communication
Writing a cover letter is an essential part of almost every job application. Not only do you have to make sure it sells your skills and abilities to recruiters, you also need to do it a clear and concise manner – that ultimately persuades the reader to want to meet you.
When writing a cover letter, you should find out:
· What does the company do?
· Who are their competitors?
· Who are their target audience?
· What does the role involve?
· What are the essential skills?
Once you’ve found answers to these questions, you’ll be able to make it clear in your cover letter how your skills and abilities match up with what the employer is looking for.
In one online class we speak about achievement which for me is very important, the biggest achievement is my family my child and my professional career as a chef. I realise importance of my job because in this hard period of this year I do work for charity foundation and for hospital. In this period my company make and delivered food for people, this is a fact and i am very proud. Another achievement is this university because i learn new things, my class.
A reflective essay is an essay in which the writer examines his or her experiences in life. The writer then writes about those experiences, exploring how he or she has changed, developed or grown from those experiences.
Reflective writing can be your response to experiences, opinions, events or new information, also can be your response to thoughts and feelings. a way of exploreing your learning. Reflective is a way to achieve clarity and better understanding of what you are learning.
We learn about different models of reflective writing ,for example: 
[image: Guide to models of reflection – when & why should you use ...]
[image: Getting started with Reflective Practice]
In 1988, the American sociologist and psychologist Graham Gibbs published his Reflective Cycle model in his book 'Learning by Doing'. Gibbs Reflective Cycle encourages people to think systematically about the experiences they had during a specific situation, event or activity.
Gibbs' Reflective cycle model is used in various situations and is useful in evaluating it. Reflection is used to improve understanding and proof of practice-based learning. ... The process requires that one look beneath the surface of events and experiences to achieve deeper levels of understanding and learning.
The difference between Kolb and Gibbs reflective cycle : David Kolb's 4 stage referred to as an experiential learning model, which simply means learning through experience. Gibbs' model is sometimes referred to as an iterative model, which simply means learning through repetition.
Reflective practice has huge benefits in increasing self-awareness, which is a key component of emotional intelligence, and in developing a better understanding of others. Reflective practice can also help you to develop creative thinking skills, and encourages active engagement in work processes.
Academic writing was also very powerful because we learn about paraphrasing and summarising fact which I did not what that means. 
In the future must apply all this knowledge because in this way you can improve your skills.
Also when i learn about CV writing and cover letter the most significant was how to do a personal statement , after this module i understand the importance of this when you apply for job. In personal statement we speak about who you are, your strengths and any work experience and/or education you've got. Be sure to include skills you've gained, such as time management, customer service, teamwork, computer skills etc.

This is my reflective writing about what I learn in this two term of Academic and Employability Skills, I am sure this knowledge is very useful for me and in future must apply what I learn.
REFERENCING:
www.reed.co.uk
www.prospects.ac.uk
jobs.theguardian.com
www.fish4.co.uk
[bookmark: _GoBack]
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