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Introduction 
Innovative writing is the script where an individual illustrates a personal or fictional story. Nonetheless, reflective writing, grant the author insights and can contribute to advance information; therefore, past life and remember a previous situation and critically analyse what could have be done differently to reach to a better outcome. Moreover, reflective writing is popular in universities, giving students a chance to disclose personal experience related to module by using them own words and understanding.
The aim of this report is to reflective write about what I have learn in term one and two in the module of Academic and Employability Skills. The topic of the report will be about: time management, SWOT analyses, cover letter and a great CV.

Time Management
Time management can have crucial impact on individuals’ daily bases; therefore, the capability to handle time appropriately, will grant society gain to manage and perform more in a short time.
Being the type of person who needs to do everything at the same time has put me in difficult situations, by not being able to finish on time what I have started. I have always had too much jobs planned into small time frame. However, this module has taught me how to manage my time wisely; therefore, I learned how to use RAC- method and 80/ 20 rule, and my life has change for the best. RAC-method stands for: R- RECORD, A-ANALYSE, C-CHANGE. Usual I write down in my notebook my daily schedule, goals and I organise the time I need to get it done, by prioritise the most important jobs that needs to get done in the specific day. Frequently Pareto rule had helped me to organise the most important jobs when I needed the most, by doing the most important things first I already accomplished 80% of the daily schedule. Dividing my time between family, university and my job, it could be stressful, although since I learned to organise my time efficiently, I finally gained the success of finishing my daily jobs in less time. 
 According to Vilfredo Pareto “the 80/20 rule is one of the most helpful of all concepts of time and time management’’. (2020)

SWOT Analyses 
SWOT analyses is a technique divided in four categories to evaluate Strengths, Weaknesses, Opportunities and Threats in own business and workplace; although could be applied on your own self. In the module I heard for the first about SWOT and how to use it on myself. Therefore, I have made the analyses on myself as following:
Strengths: I am confident, I can lead a team, able to manage stress and work well under pressure, organised and kind.
Weaknesses: Being helpful can be downside to my capability. At times, I feel empathy towards people and that can affect my judgement, by putting the other individuals first, instead of me to not hurt them feelings or make them feel sad.
Opportunities: Greatest opportunity I have encounter is the chance to finish my studies.
Threats: At this point my biggest threat is coronavirus; due to the pandemic situation, universities could cancel the online classes and I will not have the chance to fulfil my dream of finishing my studies and further education, which will lead to a pause.
Learning how to analyse my personal SWOT, I have accomplished how to control my weaknesses and how to use my strengths, I polished my threats and I took a chance in following my opportunities. 
“You can't make decisions based on fear and the possibility of what might happen.”
― Michelle Obama (Obama, 2020)

Personal Statement

Term 2 has taught me that my entirely life I have done my personal statement and curriculum vital inaccurate.
Numerous institutes and colleges demand personal statement submitted with the register application. First time candidates shall find it an intimidating process. The benefit of a great personal statement has acquired one straightforward aim: to advertise you. Therefore, it shall be created in an exceptional way to promote yourself; however personal statement requires the best of you, although emphasize and fabricate information about yourself, will turn out to be a failed application. This term I have learned that to own  great personal statement few steps should be fallowed, such as: qualification need to be rationally and coherent, I have to determine details should I include and what message I want to send with it; for example my Personal Statement (PS) should show why I want to enrol in an institution, reasons of why I chose to study the program at that particular  university, what motivation, desire and goals I have to finish the program and graduate. Attract by mentioning what makes me different of others, why I am the greatest candidate for the place, by incorporating proof of my skills or diplomas I have achieved in previous years. However, is important to include what I deliver and how I am qualified for the position offered.
In class, I learned the complex format and I have been taught the guidance on PS structure, such as: clear information on why I want to be part of the company / institute, and why I am the best for the position, central field alternating my first paragraph including evidence to support my skills. At the end will need to add the purpose, including information about why I am the person they should admit in the institution / job. Moreover, a few pattern guidelines must be pursued: bypass banality and slangs, outline until is perfect, use plain lines with good meaning, accessible to understand in simple English. At the end I will read it few times to make sure I covered all the areas that are required. Therefore, the most important is to remember that every person have an exclusive and uncommon PS.
CV

A CV is an indispensable component of next step to your aspired career / institution; is the best way to expose experience and accomplishments accumulated over the years. Therefore, an outstanding CV require a length of two to three pages, where the employer/ institution shall have a briefly idea of who you are and if your qualification and education is what is need it for the role. However, the size of the CV depends on each individual experiences and skills.
In term 2 I have learned how to achieve an outstanding CV, following the right steps: I need to stick to the right format and layout by using Time New Roman or Arial with a font size of 10 – 12, descriptive content, linguistic faults are unacceptable and adding a photo is not needed. First thing on page will be my personal details with updated information such as address or phone number, My CV should have attached links to my blog or LinkedIn, where employer can easily access my page and see my work. In addition, my great personal statement should be attached to the CV, follow by my past work experience, diplomas and qualification I have obtain until present day. I learned that I must write my CV straight to the point, what exactly I was doing in my previous jobs or what university I have study, for how long and the modules I have the certified qualification and diplomas. Closer to the end of my CV I must write briefly about my accomplishments and interests. At the end of the CV I add as per request references will be available. Employer or institution sometimes ask for providing references from your latest employer or tutor.
 In my class I have learned that CV should not be folded and always be truthful about your experiences, contrarily chances to be caught in your own lies my happens and the outcome will not be the dream job or desired university.  

Models of reflection 

Over the year’s reflection has become popular in schooling essays and reports. There are three important reflection theory discovered by: Kolb (1984), Gibbs (1998) and Schon (1991). In the report I will talk about Schon model of reflection in learning, therefore was a subject I have learn about it in my module at university. 
” Schon perceive the influence of display of back 'in order to discover how our knowing-in-action may have contributed to an unexpected outcome' (Schön, 1983)”.
Bellow I will present Schon theory in reflection: 
” Schön (1991) distinguishes between reflection-in-action and reflection-on-action”.
1.Reflection-in-action is throughout the” performance” period, by reviewing the event and can change it, by acknowledge and resolve it while is taking place.
2.Reflection-on-action for instance, relates to reflect the situation after having happened, research what could have been done better to apply in the future.
Conclusion 

This module has taught me how to plan my time management, therefore I have become more organised with my time and my daily schedule. It has helped me to realise that is possible to have a job, family time and university by using my time wisely. SWOT analyses in myself has made me realise what I am doing wrong and how to better myself, however in life I can encounter threats that are out of my power to solve.
In term two I have learned how to write a great personal statement and an outstanding CV; therefore, now I feel more confident applying for the wated job, knowing that my resume will be excellent. SWOT analyses has help me find my weakness while time management help me being more organise and plan myself ahead. Personal Statement and CV will help me receive my dream job. Everything I have learned in these two terms has encourage me to dream big, everything is possible if I manage to apply in my daily life what I have study. 
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