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Introduction

My name is Vivian Dimishkovska and I am 29 years old from Bulgaria. I have moved to United Kingdom 4 years ago, because I was looking for better job opportunities, better lifestyle, and a chance to improve my English, and potentially become a student here.  
Nowadays the development of technology, innovation and the information provided as an educational resource is updated or supplemented, which is the reason why I would like to improve my knowledge in each field. I found out that one of the main problems in employment is the mismatch between people's skills and the qualifications sought by employers. 
It is good for me to have control over the direction of my career. I needed to take some time and think about how I can support my career by adding new skills, qualifications, and experience to my resume.
The course I am part of is an excellent opportunity to learn new theories and models, implement the knowledge into skills and achieve my professional goals.
In this report I will critically assess some of the learned theories and models and I will consider the application of a chosen reflective model on them.




1. Kolb’s reflective cycle.

D. Kolb(2014) believes that learning as a process is a cycle or a kind of spiral, and its main components are called the accumulation of personal experience with further reflection and reflection and as a result - action.
The stages through which a person studied by the method of Kolb goes through:
Basic level: the immediate, concrete experience of the person on the issue he plans to study.
The stage of reflection or mental observation: here the student must think and analyze the knowledge he has.
The process of emergence of an abstract concept or model: a stage of generalization of the received information (experience) and construction of a specific model. According to Kolb's plan, this period of training or learning is designed to generate ideas, build relationships, and add new information about how things are arranged (for the models in the research area).
The stage of active experiments: the last element of the lesson becomes a test of how the created model or concept is applicable to specific situations. As a result, the student forms an entirely new experience. In the future, you can observe the closing of the cycle.
The described method of teaching is considered one of the most effective and universal. Interestingly, the Kolb model can fit almost anyone because it is based on what the student already knows. That is why using it is so effective.
This method of organizing professional practical or academic knowledge and skills is used by large companies around the world. The Kolb cycle, used by personal growth trainers or advanced course instructors, allows employees to maximize their potential as well as activate hidden opportunities and abilities.
I have chosen Kolb’s reflective cycle as it is more suitable for me rather than Gibb’s reflective cycle. This is because, it is more action oriented and is more structured in just 4 steps, rather than the 5 steps of Gibbs’s reflective model, which is more experience oriented. 



2. Application of the chosen reflective model. 

2.1 CV writing 

During week 7 of the Academic and Employability skills module in term 1 I have been introduced to the CV writing skills. The 1st discussed topic was about the specific field in the CV introducing the candidate to the employer(recruiter), called “resume” and the importance of a good quality and briefed content to attract the attention across hundred more other candidates. 
This was very interesting detail, and I was not familiar with the importance of this part of the CV before. I was not able to find an answer to my question why I am not successful candidate, until now. After thinking about it I realized that I was missing this essential segment of my CV. Learning how to write a proper introduction about myself, including the most important skills and experience I have is the key to be successful candidate and increases my opportunities to find a proper job. 
Moving forward I plan to edit my CV according the given guidance which will help me to achieve my professional goals. I am planning to focus on my resume by stating my strength skills, and briefly show the employer, why I am strong candidate, to get their attention on my application. A useful tool that I can use to make a personal skills audit, and prepare my resume, is the SWOT analysis matrix, that I have learned, during the first two weeks of the module ( see Appendix 1). 









2.2  Time Management 


Using the Kolb’s reflective cycle, I will analyze my experience of learning the key time-management skill, and how it influenced me to change my work and study habits. I will be focused on the Eisenhower and Covey’s model that we learned during the second week. At first this model was introduced by Eisenhower to prioritize tasks that are urgent and important and tasks that can be delayed. With a further research that I made, I have understood that Covey(2004), transforms the model of Eisenhower into a more structured matrix with 4 quadrants, where I can fill all tasks by category – urgent, not urgent, important , not important.
This was very familiar exercise to me, but I never knew that is called the Eisenhower and Covey model. I have made a Time Management plan back in 2019, when I was working as an Operational Manager for cleaning agency. I remember how influencing and life-changing was a book that I read about the time management called “Eat That Frog”. According to Tracy(2017), “ One of the most important rules of personal effectiveness is the 10/90 Rule. This rule says that the 10 percent of time that you spend planning and organizing your work before you begin will save you as much as 90 percent of time in getting the job done once you get started”. I tend to overload myself with many different tasks, which usually lead to anxiety and high stress levels, so knowing how to prioritize my tasks is a “must” for me. 
In future, I will use the Eisenhower and Covey model much more to prioritize my household, university, and work tasks to be more productive and less overload. This model will help me to understand more easily which task to delegate to someone else and which task to delay for another time. An example of my personal Time Management plan made during one of our in-class exercises, can be seen in Appendix 2. 













2.3 Referencing 

During week 5 from the module I had the chance to learn about the Referencing skill which is an important part of every report, essay, or project I am going to write in future. I have been introduced to the Harvard referencing style which is approved from the University of Wales Trinity Saint Davies. Essential part of this module was to learn how to use in text citations and how to refer to the source of the information used, which I also applied in this report. Another important detail is how to refer a book, publication, article etc. which is written by more than two authors. Last, but not least I learned how to refer to an internet source/ website article to avoid plagiarism. 
I was not familiar whit this style of referencing, nor I ever used it by now. In the beginning I thought that only stating the book or source of the information is enough, but reading the guidance made me understand the importance of correctly referred authors, and how this skill can help me to avoid losing points, or even misconduct the assignment. I believe this skill will be useful not only to write my assignments accordingly to the rules, but also a powerful tool for my future professional portfolio.
Moving forward I plan to write all my assignments, projects, essays, and presentations according to the skill I learned. I will always put the references in alphabetical order with all the necessary details about the source of information. If I need to write any sort of project or report at work, I will be able to use the new skill I learned and look more professional. 





2.4 Academic writing 

In week 2 of the module I have been introduced to the topic Academic writing. The aim of the topic was to give a clear guidance how to improve my sentence structure, give an understanding about the clause and paragraph structure, and understanding the process of writing an academic essay. 
At first, I was not very excited about this topic as I was familiar with the academic style of writing. I have experience in this field because I was a student in Bulgaria, I have written many reports and essays back in the years and I was confident I will manage to write my assignments easily. However, English is not my first language and I realized there is a significant difference of the sentence structure when I write in English not in Bulgarian language. This module topic helped me to identify my academic writing gaps and learn how to improve them. 
I plan to exercise the knowledge I learned about the academic writing and write my assignments accordingly to the given guidance. The feedback from my first two assignments will give me a clear idea if I was able to turn that knowledge into skills or I will need more time practicing.







Conclusion 

This report focused on the material studied during the first round of the Academic and Employability Skills module. Through Kolb's reflective model, I was able to trace the effect of the acquired knowledge chronologically and make a plan for turning it into skills. These skills are an integral part of my successful performance at the university, as well as the basis of my professional development. The use of a reflective model gives precise and clear guidelines for the consequences of an event, be it in the process of learning new knowledge or a project related to the professional field. Using Kolb's reflective model strengthened and improved my knowledge and helped me evaluate the effect of the theories and models I learned, as well as their impact on my experience and skills.





















References

Covey, S ( 2004), The 7 Habits of Highly Effective People, Free Press, New York, 2004 .

CreativeCloud Publications ( 2020),  Full Student Guide To  The Harvard Referencing Style : Easy Harvard Formatting Step by Step, CreativeCloud Publications.

Kolb, D. (2014) Experiential Learning: Experience as the Source of Learning and Development, second edition, FT Press, 2014 .

Osmond A. , Academic writing and Grammar for Students, SAGE, 2013

Tracy, B. (2017), Eat That Frog! , Yellow Kite, London, 2017


















Appendix 1 
[image: ]






Appendix 2 

[image: ]

Learn about Time Management.


Understand the importance of a good orginized plan.


Identify urgent, not urgent, important and not important tasks.


Create a Time Managment plan via Eisenhower model for my daily tasks.



Learn about Referencing.


Understand the importance of avoiding plagirism using the Harvard referensing guide.


Identify the sources i will use for my assingments.


Create a referencing list according the guidence. 



Learn about Academic Writing.


Understand the specific academic rules when writing essays,reports and etc.


Exercise the sentence and paragraph structure.


Write my assingments according to the academic writing rules. 



Learn about CV writing.


Understand the improtance of  a good structured resume.


Identify my skills and experience via SWOT Analysis Matrix.


Edit my  CV and resume.
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