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Introduction
In this assignment I will be reflecting topics that I learnt this term such as CV writing, cover letter, reflective writing, analytical thinking and paraphrasing. I will be using Gibb’s reflective model in this assignment which have six cycles, description, feeling, evaluation, analysis, conclusion and action plan.

Description
I learnt CV writing during the previous classes in term 2 and in this topic I was taught how to make personal brand of myself through knowledge, attribute, skill and other things. I learnt cover letter in term 2 and according to Morgan, 2017,p339”. Covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV”. I was taught the things it requires like knowing how to keep the words short, basic contents that are expected on a cover letter for example name of the hiring manager and if I did not get I can write dear sir/madam or hiring manager, introduction of myself, my passed experiences and skills. I also learned that writing what I can offer to the organisation on the cover letter will increase the chance of getting the job in question. Lastly, I was taught that is important to show interest in the interview and thank them for taking their time to read my CV. I learnt analytical and critical thinking which she taught me that is the mental ability to process complex information into smaller part.
I learnt reflective writing, it was described to me as an academic writing with six cycles namely description, feeling, evaluation, analysis, conclusion and action plan.  I learnt time management in one of my modules last term where I was taught how to manage time using different methods. I was thought the process of organizing and Planning activities within a specific time so that one can cover more in less time.  

 
Feelings    
CV writing was worrisome for me before until I was taught how to write a proper CV. I felt happy when I saw it as a topic in one the moodle because it was complicated for me to write knowing fully well that is the road to success for any job seeker. As a result of that I pay more attention to my lecturer when she was teaching me how to write CV in future. I now realise that is one of the easiest to write. In the past I felt covering letter and CV are the same because I hardly see the difference but when the lecturer took me on the two topics I now realised the difference between cover letter and CV.
Going by the name analytical and critical thinking at first I felt it was something that is very difficult to do but when I learned what it takes to do analyse critically I found it easier than I thought before. Before now I felt I can just reflect on past event I never knew that there are academical way of reflecting on things that I did or happen to me in the past. I felt time management is a profession that is meant for the time keepers and the management alone. I do not know that it is important for everybody to be a time manager in order to accomplish any mission on time. But after listening to the lecturer I realised that time management is a day to day activity of human life.    






Evaluation.
CV writing is good because it will help me to prepare my profile structurally in an academic way. But it was difficult to understand how to structure the contents because to it looks similar to cover letter. Cover letter is fine because that is where I will introduce myself to the hiring manager. It is difficult because it requires few contents or less words. Reflective writing is good because it enables me to know the difference between descriptive and reflective when writing a report. It is hard if the one did not know what is expected in each of the cycles because it is an academic writing.  
Analytical and critical thinking is good for me because that is what my profession and my position at work entails. The ironical part of it is that I need to develop some skills and attitude to be a critical thinker and good analyst. Time management is very good because it is one of the most essential skill that will be useful for me always in my day to day activity. However, am finding it difficult to  develop and adapt to it.    

Analysis 
I learnt curriculum vitae (CV) writing in term 2 which I was taught about how to structure the content in curriculum vitae writing, creating my own brand by introducing my knowledge, skill, attribute and some other things that could sell me to the employer. According to Maund, Schriek and Tinkler (2017:p286) “the information require in  CV are applicant full name, contact phone number, social media handle for example (Linkedln) and address which is optional”. It is very important to pay attention to the advertised job description in order prepare suitable curriculum vitae. For example unrelated experience that I have is not needed and I will need to add the relevant or related experience to boost my chance of getting the job.  Before I was taught how to write CV I always wonder why it is difficult for me to get a job but after I learn it in one the class I realised what my mistakes was and since them I became master of CV writing. It is very important to know how to write CV because it gives edge over other applicants who are also pursuing the same job with me.
I was taught how to write a cover letter and after my teacher explained it to me in the class I understood. However, personally I referred to it as the face of curriculum vitae (CV) because it identify to the employer in a short form why you are suitable for the job. According to Morgan, (2017: p339). “ A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.” It is important to know who you are addressing the letter to because for hiring manager to see his or her name on the cover letter it will call his or her attention to your application. However, if one can not find the name of the hiring manager you can also address it by writing Dear sir/madam. After the introduction, I will briefly sell Myself by sharing my past experiences, skill and abilities that would boost the chance getting the job. I will not also forget to mention the role that I am applying for and what I can offer if given the opportunity to save the company.
Reflective writing is an evidence of reflective thinking Morgan, (2017). This normally occur when one critically think on the past event and reflect on them by describing the occurrence, writing your feelings about it, make an evaluation about the past event, analyse the event, make a conclusion on the event and briefly write an action plan for the future. It is not easy for me to do reflective writing but my lecturer made it simple by asking me to reflect at the end of every class to know if I understand what she teaches. This has really helped me a lot to develop knowledge in academic reflective writing. It is always good to think critically to be able reflect properly on any past event or occurrence.     
Analytical and critical thinking, is the mental process of breaking down complex information or comprehensive data into smaller parts. Morgan (2017). Analytical thinking requires skills like data analysis (quantitative and qualitative), creative thinking, efficient problem solving, effective research and reporting. I understood it better because my teacher always test my ability to breakdown complex issues by analysing it through quantitative and qualitative methods and these check has really enhanced my understanding after I learned the topic. I will make good use of this topic in my future assignment and at my work place as well.  Furthermore, it has helped me improve my understand on how to collect and analysing data. 
I learnt time management in one of my moodles last term where I was taught how to manage time using different methods. I was taught the process of organizing and Planning activities within a specific time so that one can cover more in less time. I realised that nowadays I found it difficult to complete all my task for the day but since I was taught how to manage my time by bringing the task on board knowing how many things i need to do for the day prioritise it by choosing first, from most important, difficult or time consuming to the least. This can be also be tabulated in to-do list depending on how I want it to be done. This has really changed the way I do my task and increase the level of my productivity at work with less time and no stress. I believe time management will lead my career to success in future and I have no doubt that it has added value to my life already. It adds value to me because I always beat the time whenever we are giving task at work which eventually made my boss to promote me to the position of a team leader. 
 
Conclusion
I discovered that to write a CV I need to understand the technicality and take cognisance of it. I learnt that cover letter is very essential for me if I want to prepare a CV that would get me a job of choice in future. Reflective writing in this circumstance has shown clearly that I must be at the right state of mind to be able to reflect academically. I discovered analytical thinking is not just thinking I need to develop some skills to enable me think critically. I realised time management is unavoidable for me if I want to increase my daily productivity and timely delivery of my task at the place of work and school. Generally, to reflect on these topics I need to enhance the level of my assimilation.
Action plan
I would read from other sources for example reading online books, reflective journals both online and daily news papers. I wound watch more youtube lessons that could help me better and also attend further lectures that would allow me perform well. I would join books club, enroll for online course, I would do a volunteer job to learn more. I wound constantly do more practice in order to enhance my knowledge for the future.   



Conclusion     
In this assignment I reflected on three of the topics (CV writing, cover letter and analytical and critical thinking). I discussed the skills involve, contents that it require and how to structure them as well, I also delved into two topics (time management and paraphrasing) from the topics I learned during term 1. I mentioned and discussed my feelings before I was taught and how I felt after learning the two topics in the class. I briefly explained what is good and difficult (evaluation) about the topics I reflected on and what I will do should in case of another time. Lastly, reflective writing is not just an ordinary writing it is an academical writing that contain six cycles and requires critical thinking.   
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