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[bookmark: _Toc49165482][bookmark: _Toc49289017]Introduction 

The focus of this term has been to analyze and discuss the topics that we have learned throughout the course. I will analyze some of the most important topics of this subject and at the same time the most important for me and be able to reflect my effort and what I learned from all this. I have chosen Kolb’s reflection to be completed and well structured.
[bookmark: _Toc49165483][bookmark: _Toc49289018]1.Cover letter

To be honest, I never heard anything about cover letters before. I remember that in Spain when I changed jobs, directors or managers prepared something similar called (recommendation letter) to apply in other jobs with good references from the company, but never heard anything about it. 
During the third week of term 2, Mrs. Sylvia introduced this topic and we practiced making our own cover letter and showed it in class to discuss them among all and receive feedback from other colleagues. 
Basically, the cover letter It is a type of document that represents work life, professional training and interest in the job that is requested and the purpose of this document is to improve the CV data, explain the personality and expose the reason for which it should be chosen. Both documents (CV & C.L) help managers to evaluate the person. (slack, 2020)
The template that I used for my cover letter was a simple structure. I started by greeting the company instead of the contractor(error from me), then I explained my experience, where I am working currently, my responsibilities in the company and the positive impact it could have on the company. Finally sent a cordial greeting.
The structure was completed but I do not think I did it well at all because to make it perfectly, I should have improved some points such as addressing the employer directly that I did not put it right. I addressed the company name and should have addresses the employer directly. This make a good impression because it shows interest. The failure was in not looking for more information about the company and putting the first name that appeared. 
There are many ways to find out the name such as searching the web, Linkedin, email or send the cover letter directly to the department that applies for the position, but I decided put the first name that I saw. (slack, 2020)
Once I know this, next time I will look up the name of the employer name to make a perfect cover letter. 
About my achievements and skills, I was concrete and precise.  I have several titles of my profession and some award that I should have given to improve my achievements. The next time I need to make one again, I will put all necessary information to improve my cover letter. 
At first, this type of topic did not seem very important to me, but after seeing the benefits during the class and searching the internet, I think it may be more important and effective that it seen for my future jobs. I think that a good CV with a perfect cover letter and a recommendation letter from the previous company can be the perfect keys to finding a good job in a short time. 
[bookmark: _Toc49165484][bookmark: _Toc49289019]2. Personal development plan 

I never thought of putting this type of topic into practice because even if it seems effective, I could get frustrated of I do not achieve the proposed goals. My long-term future was not very well planned either, but today I need to do.
During the second week of term 1, Mr. Lloyd introduced this section in class. He explained the process to all of us and we discussed and analyzed it in class together, but we did not put in into practice at that time. In case it was done, I do not remember.
To make a litter review about this, the personal development plan is a short-medium term time plan to be able to structure our lives and commit to the proposed objectives to achieve them. To be effective it is necessary that the time we put in, be adjusted to the challenge and the consequences. A litter analysis could be SWOT, which is short and simple. (Nicuesa, 2018).
In this case I did both analyses. For SWOT, I used the template searched on the internet and for my personal development plan I used a template that university provided us in the moddle.
We learned the SWOT analysis with Mr. Lloyd the first week of term 1. In SWOT analysis type, I tried to explain my strengths and weaknesses and my opportunities and threats. Once analyzed, I made a strategy plan to improve the opportunities and threats with my strengths and weaknesses. I think this kind of analysis was important when I did it because it helps us balance ourselves as people. 
In the personal development plan, I explained the goals and achievements that I am making now and will do in the next three years. The first I mentioned everything I am doing right now, the second and third year I stepped on the goals that I have in mind and that I will achieve in this period.
I think both analyses are good, but I see the SWOT more effective because it helps to improve the weak point of the person. However, the personal development plan is important to me professionally, but personally I find it very frustrating in case something does not go according to plan. This could affect emotionally, which would cease to be effective. 
In this pandemic period that everything is more complicated without working and without being able to do most of the things proposed, my goals can be delayed. If I look at the Personal development plan in a little while, I will be able to see the goals that I have not achieved in the proposed time and it would be impossible to see the benefits of this analysis.
I consider from my part that both analyses were correctly, but for sure I need to improve it a little more. I will try to put as much information as possible to be able to analyses myself from a SWOT if one day I do an analysis again.
[bookmark: _Toc49165485][bookmark: _Toc49289020]3.Public speaking practical exercise. 

This exercise may not be a great type of topic and perhaps it is undervalued, but for me it is one of the most important because people like me who fell very ashamed to speak in public, it is very good for us to practice. It is worth talking about this point and being able to discuss about it. 
This topic was learned in class the eighth week of term 2. That day I did not attend classes for health reasons, but I did not hesitate to prepare the test for the following week, but finally I did not dare to talk about it. 
I have many tricks to speaking perfectly in public, such as practicing before speaking to memorize the speech and be in control of the situation, use a checklist to organize my speech and improve it, practicing with someone and receiving their feedback and being able to improve the points weak, practice alone in front of the mirror, make a video or record my own speech in case there is no one to help me or practice in group and that participants can comment on each other. This help to receive constructive criticism. I also have several templates such as PorwerPoint, google slides or keynote that help for a presentation. Even having all these tricks, I do not dare speak in public. (Spencer, 2018)
The structure for this topic was easy. I explained the three most important achievements that I have had throughout my life as my way of surviving in London, starting university and buying a house.
I think was something very easy to speak in public because the stories are mine and I know them 100%. In theory it would be something as simple as telling an anecdote to any friend and this should give me absolute security when speaking in front of my colleagues, but I cold not. The experience was horrible because I did not want to be called to tell my history, but at the same time it generated a lot of helplessness because I would like to express myself calmly and show my work in class. I finally did not speak and did not offer to speak (as usual).
This seems to have an easy solution and it is solved in a short time with practice and security, but it happens to me again when I am in the same situation again even though I have already practiced. When is no problems it is when I ask in something in class or when I say hello. I need to improve it for my academic or could harm me because this is not enough.
I think that to solve this problem I should have a closer relationship with colleagues and teachers and make myself aware that I am in college to learn and make mistakes.
For term 3, I would like to put this topic into practice many more times because one day I will appreciate it. It would also help me to participate more in class to lose my shame and fear.
To give an example, the presentation I made last Tuesday 20/08/2020 for effective team working and communication, was a disaster because my nerves betrayer me. However, the presentation on 20/08/2020 for managing enterprise for the 21st, I could fell that it was a bit better, but I have a lot of work to do until I finish with this weakness. I also think that there should be more topic of this type during the term because sometimes we only listen and there is no option to practice.
[bookmark: _Toc49165486][bookmark: _Toc49289021]4. Reflective writing 

This was completely new to me. I supposed there would be some templates to write but I did not even the names. Every time I have made a reflection or edited any type of document, I always did it without following any guidelines.
During the fourth and fifth weeks of term 2, Mrs. Sylvia presented this topic in class. We practiced doing our own reflection and then Sylvia gave us feedback. 
I have looked at the moddle and searched the internet for some information to make analysis in this type of reflections.
Gibb’s model is very good because it does loop reflection and is based on many different situations. In this way, better understanding and learning is used. This model helps transform new learning and knowledge into action and change as we practice, starting with initial experience, description, feelings/reactions, evaluation, analysis, conclusion(general), conclusion(specific) and personal action plan. (Rumson, 2018)
Sincerely, I think this model is very good for what I m doing because it is complete and allows me to express myself in a very effective way.
Kolb’s model is based on four different points starting with concrete experience because it is a stimulus when we experience new experiences. Reflective observation reflecting on the previous point, abstract conceptualisation creating abstract ideas and active experimentation taking it into practice. (Rumson, 2018).
To structure my topics based on this model, I have first explored my experience with this model, then I have reflected on what happened, then I have contributed thoughts giving my opinion and then putting it into practice as I am doing right now. Obviously, I will not be doing it well at all, but I try to make my guidelines as similar as possible to this model.
And the last one, Driscoll’s model is also very complete because it is based on several points but this time asking ourselves before writing. To follow this model, we need to start by asking ourselves (what?)  about any history, analyze it (so what?) and concluding with (what now). (Jason, 2020)
I find both reflections interesting and effective, but I think the best can be the Gibb’s reflection because it can express many points of the same history, such as the feeling. Driscoll’s reflection reminds me of when someone can not find an explanation for something. 
In this case I have chosen the Kolb’s reflection because it seemed simpler to me and I hope I have followed the guidelines correctly and thus be able to apply them in the future. For the following reflections I will use a different type of model to be able to put the three types into practice.

[bookmark: _Toc49165487][bookmark: _Toc49289022]Conclusion

Definitely, doing an analysis and describing our work is satisfactory because we make a small reminder of what we had learned, it help us to improve it and in a way that we explain the story, it helps us to find a way to make a plan of how we should apply them in the future.
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I think it has changed a bit from my first reflection to the one I made last.
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Jose Larmona Koariguez

Zachary Daniels
Hornchurch, Upminster, Essex
13/ 07/ 2020

Dear Zachary Daniels

| wish to apply for the role of restaurant manager, currently being advertised on
REED.CO.UK. Please find enclosed my CV for your consideration.

As you can see from my attached CV, | have over 15 years of experience in the
hospitality industry, and | believe that | have learned and worked during this time
makes me the perfect candidate for the role.

In my current role as assistant manager at Sodexo company, | have been responsible
for all the coffee shop efforts, ordering food and drinks every day, making routes of
workers and cleaning, controlling food costs, allergy and pest control, percentage of
hours available according to sales, checking the sales of products to assess their
profitability and sending all the information to the managers. The most difficult but most
satisfactory part consisted in increasing sale, attracting clients, encouraging colleagues,
creating a strong team under pressure and the fact that the workers were happy in their
jobs. The latter was possible by creating trust among the workers, analizyng sales
among all of us, positively evaluating the opinions of all workers and creating a strong
bond in the team.

Al of this, coupled with my enthusiasm and dedication, all my experience | have in
hotels, stressful jobs and my good references making coffee has helped to improve
sales and create a great team. | am confident that | can bring this level of success with
me to your organisation and help. With my previous experience and expertise, | believe
my contribution will have a good impact in continuing to extend the company across the
UK.
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[dose Carmona Rodriguez

Zachary Daniels
Hornchurch, Upminster, Essex
13/ 07/ 2020

Dear Mr/Mrs/Miss/Ms Zachary Daniels

1wish to apply for the role of restaurant manager, currently being advertised on
enquires@zacharydaniels.co.uk. Please find enclosed my CV for your consideration

As you can see from my attached CV, | have over 15 years of experience in the hospitality industry,
and | believe that with everything | have learned and worked during this time make me the
right/perfect candidate for the role.

In my current role as assistant manager at Sodexo company, | have been responsible for all the
coffee shop efforts, order food and drinks every days, make routes of workers and cleaning, control
food costs, allergy and pest control, percentage of hours available according to sales, check the
sales of products to assess their profitability and send all the information to the managers. The most
difficult but most satisfactory part consisted of increasing sale, attracting clients, encouraging
colleagues, creating a strong team under pressure and that the workers were happy in their jobs,
which was possible by creating trust among the workers, analizyng sales among all of us, positively
evaluating the opinions of all workers and creating a strong bond in the team

Al of this, coupled with my enthusiasm and dedication, all my experience | have in hotels, stressful
jobs and my good references making coffee has helped to improve sales, create a great team and
keep my job if | want to return someday. | am confident that | can bring this level of success with me
to your organisation and help. With my previous experience and expertise, | believe my contribution
will have a good impact in continuing to extend the company across the UK

Thank you for your time. | look forward to able to belong to your company and be part of this great
family

Yours sincerely/Yours faithfuly,

Jose Carmona Rodriguez.
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2. Personal SWOT & Strategy
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Three achievements in my life.

My life is very simple. | do not have great achievement, but | have three
important achievement and | am very proud off them.

The first was surviving in London. Coming to London is easy being Spanish, but
it was very difficult to survive without speaking English. Worker everyday
cleaning offices at 5:00 AM. and then | worked as a kitchen porter for 12 hours
because | had to pay the bills and help my family. It was not easy task

The second was when | started at university because when | arrived in London
the language was practically new for me and | never imagined going to
university with 30 years in London and leaming in English

The third was when | bought two houses in Spain during the lockdown to fulfi
one of my dreams. | want one of the houses is to live in the mountains and the
other to open a rural hostel in the future and be able to live peacefully.
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Reflection

Tuesday, July 21,2020  2:00 PM

Reflections about academic and employability skills

This type of subject is currently interesting. It is something new for me and that is why it seems
to me | can make the most of this subject. | have never thought about how important creating a
CV or cover letter can be for my future as a work.

In the past term we learned to classify the types of abilities improving them. It was interesting,
but to be honest, | think my score does not correspond to my effort. | think | made a good
personal development plan, good SWAT and strategy, time management and almost all the
toppings and | think that better score belonged to me. Personally, it is not a problem for me
because | am learning.
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