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[bookmark: _Toc28980894]Introduction

In this reflective report, I will present the skills that I developed during the second term of Academic and Employability Skills module, such as reflective writing, analytical and critical thinking, CV and cover letter writing and I will try to evaluate my presentation and public speaking skills development using Gibbs’ reflective model. I will start with a short description of the situation, I will write about my feelings and what I was thinking in those moments, followed by an evaluation and analysis of the situation. Finally, I will draw a conclusion and make an action plan. 
[bookmark: _Toc28980895]Reflective thinking

Reflections mean thinking about something. According to Bolton (2010), “reflection is an in-depth consideration of events or situations: the people involved, what they experienced, and how they felt about it. This involves reviewing or reliving the experience to bring it into focus and replaying from diverse points of view. Seemingly innocent details might prove to be key, seemingly vital details may be irrelevant.”
Knowing how to reflect on different situations has allowed me to be able to learn from every situation encountered. During this course, I have learned that there are some models that one can use in order to reflect upon events or actions. From all the models I remember Gibbs’ Reflective Cycle and Schon’s Model of Reflection.  
Schon’s Model of Reflection presents two concepts “reflection in action” and “reflection on action”. Reflection in action means reflecting during a situation and reflection on actions refers to reflecting after an activity or event. This model is very useful for me at the workplace because is making me more aware during activities and remind me to reflect after the activity has been completed as well. 
I have learned about this model of reflection from my colleague’s presentation, as part of the preparation for the last in-class exercise and I have learned Gibbs’ reflective cycle from studying and presenting this model with my team. I believe this was a great exercise that allowed me to really understand this model and easily implement it in day to day situations. 
Gibbs’ reflective cycle is formed by six cyclic elements: description, feeling, evaluation, analysis, conclusion and action plan. In order to be able to reflect upon an event, we must have a clear view, for this a detail description of what happened, when, where and who was involved is required. The second element of Gibbs’ reflective cycle is referring to feelings. At this stage is important to understand what feelings were involved for all the participants during, before and after the event. The third and fourth components are evaluating and analysis. Here we can reflect on both the negative and positive characteristics, evaluate what worked and what went wrong. Moreover, during analysis, we have the chance to make sense of what happened and see why things went in a particular way. In conclusion, all the above can be summarized and learn how to improve and do better next time.  The last element is the action plan, in this section we can come with a concrete plan for what to do different in a similar situation. 
I believe that reflective thinking is an important and useful skill for any employee no matter the industry. 
[bookmark: _Toc28980896]Analytical and critical thinking

Critical thinking is the ability to examine facts, produce and organize ideas, defend opinions, assess arguments and resolve problems. Analytical thinking is the ability to examine and breakdown views and facts into their assets and weaknesses. (Amer, 2005).
Analytical thinking is a component of critical thinking. 
This skill is allowing me to break down complex information into small and understandable parts, to analyse data and draw objective conclusions. 
I have learned about this skill during the second half of the module. First, some theoretical information regarding analytical and critical thinking was presented, and in the last part of the class, we had some practical exercises. I had to imagine that I am at an interview and had to answer the most common questions that are asked in order to see if one has these skills. 
It was a fun activity that is useful to review before an actual interview. However, I believe it would have been better if more than one class was allocated for these skills, as these are very important for any aspect of our life, not just for the workplace or university. 
I believe analytical thinking is a skill that continues to develop all the time. Therefore, as I was tough during that class, I have started to allocate 15 minutes a day for activities that stimulate the developing of this skill like learning something new every day and play brain games like Math Riddles, which is an incredible app that I recommend. 
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Writing a cover letter is indispensable for almost all the job application. Cover letter helps us sell our skills and abilities to recruiters in a clear and brief manner. 
Obviously, I have created cover letters before this class, but even so, I have still learned many new things and helped me improve my cover letter writing. 
Creating a cover letter was the first in-class exercise, that I have attached in this reflective report as an appendix. In preparation for the in-class exercise, I have learned about the importance of cover letters and what are the essential elements of a cover letter such as the opening part, which should contain the position that we want to apply for and where the job was advertised. The second paragraph should have a brief description of the most relevant academic and professional qualifications. The third paragraph is important to outline the relevant experience and the carrier goals related to the position. In addition, here is the perfect opportunity to present that you can do for the company.  The fourth paragraph should reiterate the interest in the role and might mention that your looking forward to meeting with the employer. The last element of a cover letter is the closing, and it can be done with “‘Yours sincerely” if the name of the hiring manager is known, or “Yours faithfully” if we don’t know it, closing with your name.
Now, I am able to create cover letters for any position using this format as a template, in this way I save time and I can create professional cover letters. 
[bookmark: _Toc28980898]CV writing

[bookmark: _Hlk28970834]“A résumé provides a picture of who you are as an employee by highlighting your skill set. An excellent résumé illustrates how you fit this position and this organization and highlights the skills you possess relevant to the skills required by the position for which you are applying.” (Maund, Schriek and Tinkler, 2017)
I think this was one the most important activities done during this term because the rules of writing a CV, here in the UK are a little bit different from what I knew and learning about this topic, helped me create a better CV. This was very important for me because I am looking for a better job and knowing the essential rules in making a good CV gave me the confidence to apply for better roles. 
Now I know that a CV should not have more than two A4 pages, it must be always up to date, and it should be structured in a way that is easy to understand for the reader, highlighting the key abilities required by the role.  Furthermore, a CV should always be adapted for the job that I applied for. Before this course, I was using the same CV for all the jobs that I was applying for.  
Using the knowledge learned in writing a good CV and cover letter I was able to receive a much better response rate from the employers and I was invited to more interviews.  
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I have learned about presentations and public speaking both in the first and second term, but only in the second term I had the opportunity to receive feedback for my presentation. I have learned how to create an effective PowerPoint, the importance of body language and how to be more confident during presentations. For this I had to make two presentations as in-class exercises, the first one was a team presentation, being a preparation for the official in-class exercise, which was a short presentation about paraphrasing in my case. Also, I had two more presentations this term after that one, for other modules regarding Tuckman’s stages of group development and a business plan.
The team presentation was my first presentation in front of the class. In the first term, I had a presentation, but only the lecturers and my teammates were present. 
At the first team presentation, I felt very insecure and nervous, my voice trembled, and I forgot my ideas. I know I am an introvert, and I never liked to be in the center of attention. Presentations always make me nervous. Even at the fourth presentation on this term I still felt very nervous. 
The first presentations were not very good, I was not able to express my ideas the way I wanted, and my body language used to show how much I want to finish and flew. On the other hand, on the last presentations I started to be more confident, even if I was still nervous, I was able to be aware of my body language and even to make eye contact with the audience. In addition to this, I have received positive feedback for my PowerPoint from the lecturer on the last presentation.   
I believe the first presentation did not go very well because I did not have al the theoretical information that I have now, and I was not prepared enough. For the first group presentation, I have read about my topic on the presentation day. Consequently, I wasn’t able to express my ideas because I did not have enough information about the topic. My last presentations were better because I have prepared my PowerPoint and my speech a few days in advance and I had time to practice. Also, all the tips that I have learned helped as well.  
[bookmark: _GoBack]I learned that practice will always make the difference between a good and a bag presentation. Preparing the presentation in advance and practicing are the keys for a very good presentation.
For my future presentations, I am planning to prepare them at least three days before the presentation day and practice both on my one and with the entire team. Also, I want to dedicate more time to design the PowerPoint. 
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In conclusion, in this report I have written about the skills that I have gained during this term at Academic and Employability Skills Module, like reflective thinking and analytical thinking, and why are important to me. In the end, I have presented my journey of developing presentation skills using Gibbs’ Reflective Cycle.  
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I had the second in-class exercise, the mini-presentation in week 10, and I was unable to attach it because I have not received the feedback yet.
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