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1. INTRODUCTION:
When I left school was not really my choice, I was attending to evening lessons for a diploma in tourism, but suddenly has been shut down, due the crisis was going through my county. Has been ten year since then. When I enrolled for the course “skills of the workplace”, I didn’t really know what to expect, back to school after such a long time and in a foreigner language, I knew would have been challenging but not impossible.  English language always fascinating me since a very young age, this was one of the reasons why I moved to this beautiful County. Throughout the years, in London I mainly had hospitality work experience winch it has been amazing and great fun, I have met a huge variety of person and personalities, different cultures and background which it change my vision and arose curiosity and look for better opportunity. Despite this, I was feeling that I was missing something, and that was my education. Today I feel like I have made the best choice of my life, passing the admission test and the first term, I have learnt from the topics, my confident has growth especially for the pronunciation and terminology knowledge. In this term I found particularly interesting and useful topics that I think will help me to manage better situation I will go through my life, analyse it and learn from the mistakes. I am going to introduce in this report, Gibbs model and reflective writing, further down, few arguments I have learnt during this first and second term of the course.
2.  GIBBS MODEL, REFLECTIVE CYCLE
[bookmark: _Hlk49182059]At the fourth week of our second term, we learned about the reflective writing using Gibbs model. Doctor Graham Gibbs was a sociologist and psychologist that published his reflective cycle in 1988 in his book “learning by doing”. Was something very new to me but it I felt that what I was going to learn, would have been useful for the rest of my life. Reflection is the action of deeply and carefully analyse experience or past situations, is a way to enabling self-development and deeper learning by looking back at an experience with analytical thought, learn from it and move forward (Kathpalia, S. S. et al 2008). The Gibbs’ reflective cycle, inspired partly by Kolb’s learning cycle, enables us to effectively analyse occurrences throughout a cycle or a loop that contain six elements. (Rumson, R. 2018).  Reflective writing is an analytical practise which the writer describe a past experiences, it could be wrote in both formal or informal way using memories, emotions, and thoughts (P. Watton et al, 2001). In this topic, I learnt that question myself or somebody else I can arise what made the situation goes that a certain way, why did I react like that,  learn from the mistake and move forward. I can say that this was one of my favourite topic of this term, as it taught me a new prospective to look at the events when they occur, critically analyse it and learn the experience as I will be able to manage it in a better way 
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DESCRIPTION - this element describes the experience or the fact, at this stage there is not conclusion drawn but here we start to ask question that can help to analyse the situation like what happened and why, where did happen and how, and why did you react in a way rather than others. This will help to recall thoughts and build a better understanding of the background.
FEELINGS – This stage is about what we or someone else felt during the situation we are analysing, and this include how did you/ they felt before and after experiencing the situation above described, what you think the other people felt and how they feel now.
EVALUATION – evaluate the situation trying to distinguish the positive and negative aspects of what happened, what went well and what did no, how did the people contribute to the experience and how it ended.
ANALYSIS – think about what might could have helped or hindered the situation and what can be improved, take the chance to make sense of what happened and make a judgment and acknowledgment.
CONCLUSION – reflect about all the stages and draw a lesson, think about what you could have done more in the situation, what skills you willing to develop to be better next time, how differently will you react when will face to a similar situation in the future.
ACTION PLAN – at this stage, we should be able to understand  how I will effectively handle a similar situation in future, I should make sure that when it will happening will be able to helping myself to think and act differently, not just reacting. The right questions will help to realise and make you aware; how you will develop the right skills, what else can you learn from the outcome, work for those answers. (R. Rumson, 2018).

3. CV WRITING 
At the beginning of the second term, our first lesson of Academic skills was about how to write a CV and cover letter. In that moment I thought that I might could be an expert, after all many work experiences I have been through and consequently CV’s updating in the past five years in London. But when Professor Lloyd explained to us how important is to have a good curriculum as the cover letter, I felt like I probably missed something or I was not paying attention to details that might could have helped me to find my dream job, which has been kind of frustrating in that moment. The teacher told us that we should briefly talk about ourselves, even hobbies or sports, tells who we are beside our work skills and experience, this is something that I always left aside because I was thinking that firms and they're bosses, are not really interested of what am I doing during my free time, that made feel kind of relaxed, thinking that there are human begins behind hiring companies. A Curriculum Vitae is the definition of CV, is a summary of professional and educational experience and background, along with the candidate relevant information (D. Rosenberg McKay, 2020)

4. COVER LETTER
In the past, I never wrote a cover letter to apply for a job, unless I was asked to do so, and I was always nervous about it because I never really knew how to start, what to write and most important, I was not confident with English language. During the lesson, when the teacher was explaining step by step of what and how to write in a cover letter, he taught us to briefly talk about yourself and why you are suitable for the role, to find out the name of the person we are writing to and what to do if is not possible. For instance, if I apply for job vacancy at “Ms Brown& Co” I will begin the email/cover letter “Dear Ms Brown” and it will end with “your sincerely”; but when is impossible to us to find out  the name of the hiring person, we must start the email/ cover letter as ”Dear Madam/ Sir” to end it with “Your faithfully.” Today I feel much more confident regarding job interview or applications, I am able to understand what the employers want to know about me so I will perform better in a job interview, how to interpret what I am telling about my experience along with my body language, write  my CV and Cover letter and how to introduce it.

5. PARAPHRASING 
In our first term, one of the topics that still bearing in my mind is about paraphrasing. I never heard this word before that moment. Since I am foreigner, I knew that would have be challenging to understand and utilised it, but at the same time I felt like if I could learn the process so I should acquire  new terms, synonyms and writing skills that would be an asset in the future. Paraphrasing sentence simply means formulating someone else ideas in your own words, but without changing the meaning. This would have helped me to cite various Author in my academic essays. Throughout the university online portal, I learnt few techniques how to paraphrase correctly by using synonyms, altering the words order and trying to make any other necessary change, without a affect the aim of the sentence.  I acquire that I have firstly understand the main idea of the topic or sentence, finding the important words or phrase and highlight it, afterwards research for synonyms that will keep the meaning as the original. At the beginning I was a bit struggle because I never had a wide dictionary knowledge, but this topic made me research about alternative words, I found amazing tools on internet that helps to paraphrase words in various way, taking notes of this has made my synonyms knowledge far more rich, I now feel confident especially  when I write my academic reports, also because the process of paraphrasing requires REFERENCING (Bailey, S. 2011).

6. REFERENCING
At the end of the first term, we learnt about referencing. I heard about it before, but I did not know how important it is as an action to avoid plagiarism. The tutor explained to us that citing sources we researched on, it allows to acknowledge and in the same time, give credit to the writers you have borrowed the idea, and respect the propriety right of the researcher. Referencing is also a way to prove the evidence of your research; by citing authors you are showing that you are aware of the topic wrote or discussed (Santini, A. 2018). There was a specific way the tutor told us to use, is called Harvard style. When I first heard that, I was curious to know how many styles are used for academic references, and I found out that were four the most common styles of referencing, used in other university and are the oxford style, Chicago style, MLA style and Harvard style. It was very confusing to me going through each different way to write the reference, for all the different type of sources, but while I was practicing by writing my academic reports for the assignment I realize that was not very difficult, also because I mainly use the same type of source, as e-article, book, journal and e-book. Today, I am still not very confident when I write in-text citation or in the bibliography, but I am sure that throughout the next two year of academic courses, I will acquire the self-assurance I will need and improving myself in all the topics.

7. CONCLUSION 
As I mention in the introduction, when I join the course, I did not know what to expect, I was full of doubt and dreams but also scared, take part of  university campus was something I never plan, it just came across in my life, and today I feel that I made the best choice of my life. To conclude, after the two terms of “Skills for the Workplace” modules, I feel that I developed new academic skills, knowledge and confidentiality. Before I join the campus, I didn’t even know how to write an essay or analyse article, a potential competitor, or a  businesses, now I am able to create and execute academic reports, I have learnt how to make my points clear, I can cite author on my works, thus, I am sure it will make me achieve a better grade at the end of the academic year.  I acquire that in a reflective writing, analyse is more useful rather than describe, it allow me to think critically on my own practise and skills, but also in businesses and past experiences The course is preparing us how to face the challenge we could find in our work career, but some of those skills will help us in general in life. I am in the right path to develop the potential that will help me to perform in my career.
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