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[bookmark: _Toc17882415]Introduction
It is important to reflect on our experiences to draw conclusions that help us improve our way of acting in the future. Many times we avoid thinking about what happened and we make the same mistakes that can cause negative consequences.
[bookmark: _Toc17882416]First term
I learned about referencing and time management skills among other things in the first term.
[bookmark: _Toc17882417]Referencing
Reference skills are important in college. Through different sources I can base my studies on relevant information to give credibility to my work. For this, it is essential to know how to analyse and contrast the sources to use the most significant ones and use the appropriate methodology to reference them as established. (UWTSD: Library and Learning Resources, 2018)
The first task was done in class and consisted of making 6 references of publications in different formats. Some were books, other articles and a video recording. It was the first time I used the Harvard referencing handbook where it explained that the type of referencing depended on the type of source. For example, before I did not know how to order the different elements and confused the publishers with the titles. 
Now having passed the first trimester and having made references in each module, I know which order it is and I usually interpret them well. Although sometimes I find it difficult to identify the year of publication. 
I am already familiar with the references but if I have doubts I can get support from Student Services. I am now aware of the importance of referencing in this second term and I will take enough time to do it well, not like in the first term where I made the mistake of not spending enough time on it. So I also put into practice my time management skills.
[bookmark: _Toc17882418]Time management
This skill helps to organize our time in the most effective way. The lack of time when there are so many tasks to do is one of the factors that causes more stress. Eisenhower with his method differentiated between important and non-important activities and within these, the urgent and non-urgent. The important ones help us to reach our goals, professional or personal and the urgent ones are those that we need to do quickly but if they are not important then they are not usually related to personal success. (Mindtools, 2016) 
Before I used to make lists where I wrote down all the tasks I had pending but not in order of preference or in the time I needed to do them. I planned mentally when I would do each one but I always forgot some. I was also not aware of all the time I wasted.
[bookmark: _Toc17882419]Eisenhower method
Now I use the Eisenhower method, which I discovered in class where I used it for the first time. This method really helps me to decide when is the best time for each task, which should I avoid as they imply a waste of time or to postpone them if they are not necessary.
If I put it into practice I would say that assignments are important and urgent because I have deadlines and because my second term marks will depend on them. Therefore, I give them preference before the rest of the activities and it will be in what I dedicate more effort and most of the time, except when I work, during the next month and a half. 
I have to write a letter to a friend who lives in Berlin. It is important because she is one of my best friends and I need to tell her things but it is not urgent right now since she wrote to me recently and I know she is doing well. Even so it will be one of my priorities when I have vacations at the university. 
I have a barbecue with my co-workers and I told them that I would make different typical Spanish foods for them to try. It is urgent because the barbecue is in two days but it is not important. I would prefer to do it at another time and not waste time cooking. 
And finally, it is neither important nor urgent to check my Facebook account. This activity will distract me whilst I study and I will take longer to finish the assignments.
Even so, there are always moments when I waste time. In the future and to continue improving my time management, I will make a list of all the things I did in the last few days. I will compare how much time I use productively and how much wasted to make a final balance. And I'll check what my priorities are.
[bookmark: _Toc17882420]Second term
In the second term I learned a lot about personal statements, cover letters, interviews and presentation skills.
[bookmark: _Toc17882421]Personal statement
The personal statement is a summary that helps both companies and universities get an idea of who you are and why you are interested in the job or career. A good statement demonstrates why you are a good candidate and if your skills and education match those that are necessary for the position in question. (Maud, Schriek and Tinkler, 2015)
I only wrote a personal statement once before we did in class and it was for college. Given my inexperience it was very incomplete and I used the typical cliché in the first paragraph that said "I've always been certain that I’ve wanted to be a psychologist." I explained about my skills but without being very specific and I exaggerated them a bit and included examples that were not very relevant to the career I chose. I ended with a good conclusion because I expressed the motivation I had to gain the necessary knowledge and experience and thus be able to develop my professional career in the future.
On future occasions and to capture the interest of the reader I will start the personal statement with some experience, anecdote or inspiring moment. I will highlight the skills and attributes that I possess in order to develop successfully at work, and not only to fulfil my objectives but above all those of the company as this will be more likely to impress. I will express achievements and my enthusiasm and commitment. I also have to make sure that I delete all the information that is not important. (Fish4jobs, 2018)
[bookmark: _Toc17882422]Interviews
My experience with job interviews has been improving a lot over the years. I learned over time not to make the mistakes of the first few times such as arriving just in time, worrying about my outfit or not researching the company I wanted to work for. 
To continue improving, I use strategies such as preparing the answers to some questions and practicing them, gathering all the possible information I can about who is going to interview me and what requirements they are looking for, reviewing both the cover letter and the curriculum to see if they adapt to what that the company wants, to be sure what my best qualities are to try to surprise and capture the interviewer's interest. (Maud, Schriek and Tinkler, 2017)
[bookmark: _GoBack]I will use Gibbs learning cycle to reflect on the last job interview I did seven months ago. It is one of the most famous reflection models that aims to learn through the analysis that is made of a personal experience in order to improve on future occasions. (The University of Edinburgh, 2019) This cycle consists of six stages and are as follows. 
[bookmark: _Toc17882423]Gibbs learning cycle

[bookmark: _Toc17882424]Description
The company where I work is formed by different teams including receptionists. My assistant manager suggested that I do an interview with the manager of the receptionist team to cover in the different receptions of the seven buildings that make up the business park where I work. I accepted and had the interview. It was fine until the manager finally asked me if I would like to become a full-time receptionist in the future. I said no and she felt that she was not the right candidate for the position.
[bookmark: _Toc17882425]Feelings
I presented myself with a positive attitude during the interview and I smiled often because I knew that this was important in a receptionist position. I was being honest and felt comfortable because the interview flowed in a natural way. But when I wondered if I would have liked to be a receptionist in the future, I first thought that lying was the most sensible thing to do to get the job but I responded a few seconds later being honest and told him that my goal was to help the company when necessary but that I really didn't think it was the job that I aspired to be a part of in the future. 
I told the truth because I visualized myself as a receptionist for 9 hours a day and I thought that I would be working in a profession that really wouldn't motivate me but when I left the room I felt it was a mistake and that I had failed at the last moment when almost the entire interview went well.
[bookmark: _Toc17882426]Evaluation
I thought I would get the job because it had two advantages. One was that I knew the company because I had been working in it for several years and the manager could tell as I answered the questions. And the other is that my assistant manager was the one who recommended me because I saw myself qualified for the position. Therefore, I was calm and sure of myself until I was overwhelmed by the idea of having to deny the position if they proposed it to me in the future. Now I regret not giving myself the opportunity to try.
[bookmark: _Toc17882427]Analysis
Interviews are essential in the hiring process. It is the best way for the interviewer to assess whether the candidate has the necessary potential. Respondents must demonstrate their communication and presentation skills, body language, attitude, ability to analyse, problem solving. I was able to demonstrate certain skills such as good communication and body language but I did not have enough motivation to face my commitment to the company. (Wisestep, 2019) 
[bookmark: _Toc17882428]Conclusion
It was in the interview itself that I realized that I had accepted but I was not entirely interested in the position. Although I should have thought that working for a while was useful to gain experience in another sector that was not mine. But thanks to that interview I learned that I should not limit the options available to me to continue evolving professionally. Nor do I suppose that it will be an experience that brings me more negative than positive things just because it does not fit one hundred percent to what interests me.
[bookmark: _Toc17882429]Action Plan
I'm going to be more receptive, take advantage of the opportunities and not fear failure. I have to implement the initiative even if the experience has negative aspects, it is comforting to try. I can also discover new skills that I might not realise I had. 
[bookmark: _Toc17882430]Presentation skills
Presentations play a significant role in the world of work and years of study. To prepare a presentation we must take into account our objectives and skills and we must think about the expectations of the audience and aspects such as their knowledge, how many people will be present, their emotions as we speak. It is important that the structure has an introduction and conclusion so that the audience knows that they are going to talk and feel more comfortable and safe. (Morgan, 2017) 
In my work place we have a meeting every month where the team of managers talks to us about the changes, events and new staff. Sometimes we participate and help them in the presentations. I get nervous because I don't like being the centre of attention. Sometimes I speak with a low tone of voice and use little eye contact. I have notes that help me remember what I have to say even though I never rehearse it and that makes me more insecure. When I finish I am always grateful to the people who have been present.  
To improve and be able to appear more relaxed I will rehearse beforehand. I have to practice my speech, eye contact, smile, vary the tone of voice and emphasize the most important parts to keep the audience interested.
[bookmark: _Toc17882431]Conclusion
I assessed and analysed different past experiences and how the learning of this module has influenced me. Learning about different skills and being able to develop them is essential for the next years of the university and for my career.
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