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Introduction

My academic report reflects on my learning in this model, using 4 topics from both terms and reflect how useful they have been to me. Taking into consideration what I already knew and any learning undertaken by me outside of the classroom. My 4 topics will be Academic writing/Language, Time management, presentation and public speaking and the last one is CV. I could also choose other topics but I believe these topics made huge impact in my learning experience. I am able to use them in a daily base or at my work place as well. I am absolutely amazed how these topics helped me to achieve and improve at work to communicate with colleges or patient via email, phone or a face to face communication. Let’s start to reflect these 4 topics and show the improvement. 

Academic writing and Language
[image: ] Gibbs G (1988). Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford
•	Description of the experience
•	Feelings and thoughts about the experience
•	Evaluation of the experience, both good and bad
•	Analysis to make sense of the situation
•	Conclusion about what you learned and what you could have done differently
•	Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate. (G., 1988)

Academic writing and language are one of my favourite topics. Short introduction or reflecting on the changes in my life. When I moved to England, I believed I could speak and understand English. In the beginning I did not understand anything. I never had a problem to communicate in my country and I used to take extra language courses to make sure I am able to speak and write at a high level.  Started my work career in England as a waitress and I realised I can communicate but I cannot explain myself to the level I used to or how I would like. I could take an order or explain the menu but I was not able to answer or write a correct sentence. That was the point I decided to enrol University of Wels Trinity St Davis. I felt the right environment and great qualified teachers will help me to improve my skills. I cannot be happier to choose this university and how much this school changed my way of speaking, writing and even thinking of my future. Also, it helped me at work as I am a dental business administrator. I feel it changed my communication in every way. I used to avoid emails because I did not feel confident in writing. I did not know what is the correct way of writing which is respectful or what kind of words am I aloud to use. Second week of the first term I learnt many important rules. For example, never shorten any words or how to improve my sentence structure. All these writing helped me not just to complete any assignments or work exercise it helped me to become more confident with emails and daily reports at my work place. I know it will be a long journey but I already feel I am heading in the right direction. I need more improvement in my vocabulary and also my grammar. I would like to learn about parallel structure and comma splices. 

Presentation and public speaking
My second topic is presentation and public speaking. This topic was very important and interesting for me. A good presentation or good public speaking can help you to reach any goals in life. When I started my course, I was always confident to talk in front of people but I was not sure am I doing it right. My job is to communicate and help patient. The company where I am working, have events about the new Invisalign. I do need good public speaking or presentation to show patients how does it all works. At the end of the week at my workplace we have A meeting where I need to do a presentation about the week what did we achieve and how to reach the next target.  When we had a class exercise at week 8, It was very helpful. It helped not just because our feedback also helped to have my first presentation in virtual. I prefer more face to face communication but I was happy that I had a chance to do it virtual. All the feedbacks are very helpful. To become a good public speaker or do great presentation I believe I need more progress, but I think I am on the wright direction. Let’s finish this topic with on of my favourite quote from Mahatma Gandhi:   "My shyness has been in reality my shield and buckler. It has allowed me to grow. It has helped me in my discernment of truth." Mahatma Gandhi (1948). “Autobiography: The Story of My Experiments with Truth”, p.55, Courier Corporation
Time management 
David A. Kolb believes “learning is the process whereby knowledge is created through the transformation of experience” (1984, p. 38)[1]. The theory presents a cyclical model of learning, consisting of four stages see below.
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Time management is one of the most difficult topics for me. As Kolb’s (1984) shows the first stage is doing and having experience. My experience in time management was not used effectively. I always used to prioritise unimportant things first. I used to let people manage my time so I never took responsibility about it. When I became independent from my parents, it was the first time I had to take control of my time management. The work and university helped me a lot to improve my skills. I am never late for an appointment or miss any assignment. My problem with time management is priorities importance. At a class exercise we learnt how to be organised as a tool in different time management. For example, diaries, lists, action logs. I started to use daily and weekly to do list which helped a lot to manage my time. I am planning to try to set my goals. Setting my goals will be the next part of about time management. I feel time management is very important how to manage and spend.
The key is in not spending time, but in investing it. – (Stephen R. Covey, 1995)

CV 
Curriculum Vitae which means course of life in Latin. Generally, people call CV. CV is not just a document, CV is high level document. It can be 2 or 3 pages and it is containing all your achievements, work experience, education, interests and also any other accomplishments. I feel CVS writing is more complex than how actually people think. Before I moved to this country, I used to have my company. I used to receive CVs and I can say from my experiences if you have a good cv u can easier get to for an interview. In my country we do have a very simple CV sample. We do more care education than personal achievement. When I moved to this country, I thought cv is not that important. I made my first cv here which was only one page and also included my picture at the top. (we do put picture on cv in Hungary) I sent it and would never hear back from the company. I felt something must be wrong with my CV so I had a look on internet how to write a proper CV. I was surprised that how complex it is actually. I started to work on my CV. I read lot of articles and I always looked on the internet at more and more examples. When we had a lesson in class on how to write your cv I learnt what is important and what is not important to include into my CV. I decided to redo it. I was very carful the way how I build my cv and also include all my work experiences and write some notes what was my duties. I looked what kind of skills do I have so I could put it on my CV. I feel my class exercise helped me to coordinate the right way and now I am more confident to send my CVS to companies. 

Summery 

Reflecting writing is very important. I can say since I started my assignment, I learnt more and more in all 4 topics. Each topic helped me improve on a daily basis. I am very pleased to choose this course because I could learn from amazing teachers. The support and explanation and a week to week work I feel I am more confident and cannot wait to start my term 3 to learn more. I still need lots of work but I am on the right track and cannot wait to submit my first year and apply to continue my educations. I would like to finish my reflecting writing with a very powerful quote.
“The world is your mirror and your mind are a magnet. What you perceive in this world is largely a reflection of your own attitudes and beliefs. Life will give you what you attract with your thoughts think, act and talk negatively and your world will be negative. Think and act and talk with enthusiasm and you will attract positive results.” Michael LeBoeuf (How to Win Customers and Keep Them for Life: Revised and Updated for the Digital Age (ed. Penguin Putnam, 2000)
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Summary
I am bright, talented and hardworking individual with a bubbly, friendly personality and the ability to work as part of a team. I am a trustworthy and reliable person who is able to organise my work effectively. Communication comes as second nature to me, providing excellent customer care to help maximize the business objective. My background experience enables me to function in both a team-working environment, as well on my own initiative when required. I hope to gain new skills to benefit myself and future employers. 


Skills



· [bookmark: _Hlk39433418]Top-rated sales performance
· Consolidations
· Negotiation skills
· A great team player
· Good Problem Solving
· Keen to learn and developed new skills
· Excellent customer service skills
· Calm and patient all time
· Health and safety awareness
· Experience of working and leading a team
· High standards of customer service




Work History


01/2018-Current
Dental Smile London
Receptionist / administrator




· Answering all incoming calls and emails.
· Meeting and greeting patients
· Creating data base in excel 
· Daily banking/cash up
· Handle large amounts of paperwork and data.
· Communicate clearly with work colleagues using emails etc.
· Handle petty cash, floats and expenses.
· Continually meet and exceed the operational and administrative expectations of employers.
· Provide accurate administration of all paperwork generated at Office level.
· Find and obtain information and documents quickly.





05/2018-01/2019
Andrew and James 
Recruitment Administrator 




· [bookmark: _Hlk39433258]Answering all incoming calls and emails.
· Meeting and greeting clients
· Creating data base (excel)
· Handle large amounts of paperwork and data.
· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.
· Communicate clearly with work colleagues using emails etc.
· Handle petty cash, floats and expenses.
· Continually meet and exceed the operational and administrative expectations of employers.
· Provide accurate administration of all paperwork generated at Office level.
· Quickly learn about new in house database systems.
· Find and obtain information and documents quickly.
· Looking for new clients 





07/2017-04/2018
Altamira Training Academy Ltd
Business Administration 


Altamira training academy is a clients opportunity to enrol on a level 1,2 or 3 course on health and social, child care and business administration. The organizations client base is mostly generate by the government’s job centre. Their aim is to help teaching people from all diversities to become skilled and invaluable work forces in these sectors.


Job related skills:
· Providing general administrative support to colleagues 
· High level of communication
· Creating and improving excel sheets
· Converse and organize classes with the government
· Register new clients to the exam board
· Receptionist duties (answering phone calls and any questions they might have)
· Evaluate the needs of each individual and act on them


Education and Qualification


University of Wales Trinity Saint David 2019/2020 – London (current)
Certificate of Higher Education in Skills for the Workplace


Level 2 diploma Customer Service (2017) - London
Level 3 diploma - Business Administration (2017) - London


Certificate:    
-Level 1 English and Math
-Employability Level 1


Dunaújvárosi University (2014- ) - Hungary
Economics, Current


European Driving License


Further Skills
· Microsoft Word, Excel, PowerPoint 



References Available on request.







Cover letter

Kitti Takacs
628A Old Kent Road SE15 1JB
Dental Smiles London
245 Pentonville Road N1 9NG
1st of May 2020

Dear Mr Chohan,

I wish to apply for the role of dental administrative assistant. Please find enclosed my CV for your consideration.

As you can see from my attached CV, I have over 6 years’ experience in administration, and I believe my skills and can-do attitude during this time make me the right candidate for the role. In my current role as a recruitment administrator at Andrew and James Ltd. I have been responsible answering all incoming calls and emails, meeting and greeting clients, creating data base (excel), handle large amounts of paperwork and data, work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities and communicate clearly with work colleagues using emails etc. 
All of this, coupled with my enthusiasm and dedication, top-rated sales performance, consolidations, negotiation skills, a great team player, good Problem Solving, keen to learn and developed new skills. I am confident that I can bring this level of success with me to your organisation and help to organise and work hard to grow the business. 

Thank you for your time. I look forward to hearing from you.

Yours sincerely,
Kitti Takacs
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