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Introduction:
This is a 2000+ Words Reflective Report on what I learned in class and how it has applied in my life.
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1.Time management:
When I reflect on what I learned this term in the academic and employability class the first thing I learned was time management I am very grateful for this because my time management was not good at all, learning about the time management matrix model has really helped me with my time management because the time management matrix model separates my time into four sections important urgent, important not urgent, not important urgent and not important not urgent, in the important section I have family, my job,, attending university classes on Microsoft teams and completing assignments on time, in my important but not urgent section I have exercising and preparing for things I need to do in the near future,  in my not important urgent section I have social media, online gaming with xbox1 and playstation4 and in my not important not urgent section I have people who want to talk about gossip and things that are not important. What this has enabled me to see is the things in my not important sections if i participate in them this will use up a lot of time and when the time is used up there might be little or no time left to do the things that is in my important section.  

2. Paraphrasing.
 I also learned to paraphrase which means I am supposed to change the words and the structure but keep the meaning exactly the same, at first my paraphrasing skills were not that good but with practice my paraphrasing skills have improved and i continue to improve wherever I can.
I also learned about summarising when I am reading any type of literature I am to write down the main points of the literature and on the main points of the literature I should ask what, where and why questions, when i have the answers to all the what, where and why questions about the main points of the literature I will then write a summary of the answers. 

3. Referencing.
I also learned how the reference I learned that when I am writing about a subject I should put a reference at the end of each paragraph I write, when I write a reference I also leaned I should put the name and the year/date in circle brackets and I should not put a full stop after the year/date I also learned if don’t know the date or can’t find the date I should put (ND). I learned I should put pp when quoting from books of the references I am using for my work.  I also learned when I am searching for information for my assignments information that says abstract at the top or the bottom of the information I am looking at is a more of a reliable source of information than information that does not say abstract because I learned that if the information says abstract it means a few scholars have gone through the information and verified that the information is authentic. I also learned that when I am looking at information I should give the information I am looking at the C.R.A.A.P test, C is for (current) meaning how old is the information I am looking at. R is for (relevancy) meaning how relevant is the information for my research, if the information is not relevant for what I am researching I would be wasting time and energy so I must make sure the information I am looking at is in the exact alignment with my subject.
The first A in C.R.A.A.P test stands for (Authority) I learned that I should ask myself who is the authority? is the authority a credible source like gov.org for example. The second A in C.R.A.A.P test stands for accuracy meaning how accurate is the information? does the information say abstract anywhere on it I should ask myself, and finally P, p in abstract stands for purpose meaning what is the purpose of the information I am reading is the purpose the same purpose as my work/assignments.

4. Reflection.
 I never used to reflect that much at all i learned that I should do regular reflection and to have a look at Kolb’s reflective cycle. Kolb’s reflective cycle is active experiment, concrete experience, reflective observation and abstract conceptualisation.  since I have been doing regular reflection I can see how good it is, it is very good, regular reflection helps me to learn different things from recent events and what I could have done differently.  

5. C.V.
 I learned that c.v stands for curriculum vitae I also learned that my c.v and covering letter must be tailored to the position I am applying for and provide prove of experience where ever I can, I learned that I should do research on a company before contacting the company to find out what the company is doing and why and when speaking to the hiring manager I should explain to the hiring manger how I can help the company achieve its goals. I also learned that a c.v is the bones, and the cover letter is the linkage and the muscle, I learned that I must always have a cover letter with my c.v. I learned that a cover letter summarises why I am suitable for the job, I learned that a cover letter must not be a list of things I have done because that would be repeating the information that is already on my c.v.. I also learned what I should include in a cover letter, what I should include in my cover letter is my previous experience in that field of work, explain how I have helped companies achieve their goals and give proof. When applying for the position I should find out who the hiring managers name is if I do not know or cannot find out I should go online and find the company’s website go through the company’s website and find their telephone number once I have the company’s telephone number give the company a call and ask for the hiring manager, when I speak to the hiring manager,  I learned that I should let the hiring manger know which position I am applying for and how I heard about the opportunity, then I should say to the hiring manager “can I email you my c.v and my cover letter for your consideration”?

6. Analytical and Critical Thinking.
 examples of analytical thinking are being logical, rational, linear, objective, focused, convergent, sequential, deductive and systematic.
 (Blooms Taxonomy of Analytical Thinking Model). This model shows the analytical thinking process which is 1. Recognise the underlying issue or problem, 2. Organise information related to the underlying issues or problems, 3. Look at and understand each problem carefully, 4. Draw a proper conclusion. When I was searching online for Blooms Taxonomy Model of Analytical thinking I came across information on Google saying that people in the following professions Analyst, Market Strategist, Business Analysist, Operations Manager all have to have analytical skills and have to do a analytical skills test before they can start working for the particular company and also these professionals have to do a regular analytical skills test from time to time throughout their employment.  

7.Blooms Taxonomy of Intellectual Behaviour Critical Thinking Model.
 is 1. Creating?, is synthesising ideas from different sources or material to create new perspectives or a new original product, to create one must be familiar with existing knowledge and practices in one’s field of work and be able to take parts and combine them in new ways. 2.Evaluation? is Judging the value of research based on criteria or standards, comparing ideas and identifying their strengths and weaknesses. 3. Analysis?.  Examining the reasons for theories finding evidence’s and examining evidence from different sources to see what they agree and disagree on. 4. Application?  Is using ideas in new ways and applying theories to real situations. 5. Understanding? Is describing what knowledge means, find the main points and ideas, summarise explaining the main points. 6. Knowledge? Is remembering the facts, terms, concepts and principles of my chosen subject.
According to Blooms Taxonomy of Intellectual Behaviour the top three intellectual behaviours are 1. Analysis, 2. Evaluation 3. Creating are considered to be the higher levels of thinking and helps us demonstrate our critical thinking.
According to Blooms Taxonomy of Intellectual Behaviour someone with critical thinking skills can 
1.Understand the links between ideas for example a group of say 7 people wanting to come up with new ideas to improve their product for example, all the ideas generated by the group, linking the good ideas together that will show group progress has been made.
2.Determine the importance and relevance of the ideas generated by the group, for example ideas that show they may not allow the group to progress to the next stage of development, discard those ideas.
3.Recognise, build and appraise discussions, for example all the good ideas generated by the group have been recognised and the group is making progress from those ideas and appraise the ideas meaning the progress the group has made assess the quality of that progress.
4.Identify inconsistences and errors in reasoning, for example some ideas generated by the group if those ideas were put together it may have a negative effect on the group. Build? which means to build on the ideas that clearly are moving the team forward to achieving the team’s goal. Appraise discussions to make sure things that are said that moves the group towards achieving the team’s goal are put into practice and the things that are said that may have a negative effect on the group achieving the group’s goal discard them.
5. Approach problems in a systematic way.    

 8. I learned that the systematic approach refers to an analysis method: a way to handle a complex system with a global point of view without focalizing on details. I also learned that the systematic approach aims for a better understanding of the complexity without simplifying reality too much, the systematic approach for the workplace is often a target that needs to be reached in the workplace members of a team working out what the best way is to achieve consistent and optimum results to achieve that target.
I also learned that a systematic approach in the workplace is 
1. Identify the direction or goal of the company, 
2. Brainstorm on ideas that will help the company achieve its goals 
3. with all the ideas generated by the team choose which ideas will bring the company closer to achieving the company’s goal.
4. Collect opinions from people who are aware of my company’s work
5. The ideas generated by the team, the ideas that seem as though they will drive the company closer to achieving the company’s goal put those ideas into practice
6. knowing the team’s strengths and weaknesses, assign each member a task based upon that particular person’s strength or weakness.

Conclusion of the report
The conclusion of this report is these new skills I have learned I will continue to use them where applicable for example the swot time matrix model, I use that in my everyday life and it has helped me to manage my time a whole lot better than before I used this model in my life also when I am searching for information I will always give that information the c.r.a.a.p test, also i will continue to practice my analytical skills for example recognising the underlying issue, organise the information related to that issue and draw/write a conclusion. I will also practice intellectual behaviour for example synthesising ideas from different sources to create new ideas, comparing ideas and identifying their strengths and weaknesses.
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