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1.0 Introduction
Throughout this course skill for the workplace, I learned lots of new information and I’ve expanded my cultural heritage for example how to write a CV, cover letter, or how to avoid plagiarism. All the information required to progress your academic career and make you prepared for future job research. Throughout the progression of this report, we are going to analyse in-depth about reflective writing and theories e.g. ( Gibb’s reflective cycle ). Further on we will apply the theories analysed on five different topics to have a better understanding.
2.0 reflective writing
2.1 About reflection
Reflection is defined by the Oxford English Dictionary (2012) as “The action or process of thinking carefully or deeply about a particular subject, typically involving influence from one’s past life and experiences.”
Reflection starts with thinking about something. As jenny Moon(2005 p1)” observes, we don’t reflect on ‘simple’ things like the route to the corner shop, but on “things for which there is not an obvious or immediate solution”.
It can be said that reflection is not about what you’re going to buy for a present. But it could be what does the person like, someone else will have the same idea, so something that is simple as buying a present apparently could involve a lot of reflection. 
According to Williams, Woolliams and Spiro, (2012 p3) being reflective involves being:
1) Open - to discover new things, listening to different point of view
2) Curious – don’t be afraid to ask question
3) Patient - If the task is difficult either the process so take the time don’t rush on conclusion
4) Honest -  With yourself it helps having a positive impact on yourself and the people around you
5) Rigorous – Try to analyse and react on the information you gain. 






2.2 What is a reflective writing?
Reflective writing is written in the first person. So essentially the subject of the writing is the author personal experience and knowledge. As Rolfe says:
These ‘elements’ of what I know are, in a way, the dismembered parts of my
unique body of knowledge [about action research]. I carry them all in my
memory, but it is impossible (at least for my brain) to consider them all at the
same time. It is only when I write them down that I can pull them together
into a coherent body of knowledge and come to recognise the totality of what
I know [about action research] (1997, p448). 
If we analyse Rolfe idea it can be said that our brain is a store of information without any logical or chronological connection. But if we pull together all the information it could coexist together in a logical way. Writing in a first person recognize the writer as “centrality”, writing reflexively encourages an internal dialogue to analyse the issues or understanding mistakes and what went wrong and how to avoid doing again the same error.
2.3 What is reflective report?
Intelligent reports are not quite the same as narrative reports and another evaluation as conventional appraisals identify with depiction and investigation of explicit subject or issue. The fundamental point of a conventional or issue-based appraisal is to assist understudies with investigating the territory of their insight by examining the theme in more detail. The intelligent report doesn't include the learning of any new ideas and includes just basic reflection on past circumstances or individual attributes. While doing the reflective report the writer it may encounter his strengthens and weaknesses or also identify any changes that need to be adopted in personal behaviour.







2.5 Gibb’s ‘reflective cycle’
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.”(Gibbs, 1988)
Gibb’s reflective cycle( Gibbs, 1988) proposes that reflection takes place after an experience. It provides a structure that generally guides the process of reflecting. So the framework consist of answering question based on key concepts and gives an agenda to students to work through, considering the answers as progress. The reflective process follow  the six phases of the model with each progression illustrated on the scheme following. (see figure 1.0)
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Figure 1.0(Gibb’s reflective cycle)

3.0 Case study
In this section, we are going to apply the theories we’ve just analysed before on five different topics CV writing, Cover letter, paraphrasing, personal development plan ,and at last public speaking.
3.1 CV writing
Before I started the course Skill for the workplace I’ve already started to make my first cv to approach the job world. As this was my first time doing the cv I had zero knowledge and  I found it challenging to write about my personal information. But once I started this course that gave me guidance throughout the process it gave me confidence and I felt stimulated to complete the CV. When I completed my first cv I compared with my old one and I immediately saw the difference between each other. It reminded me that with the right guidance and knowledge everything is possible. So even though I made my first completed cv I need to develop my writing skill, so in the future, I won’t need any guidance to create a CV.
3.2 Cover letter
Throughout this course, I encountered the cover letter section, since I started this course I never wrote a cover letter before. So at first I really felt disheartened, it wasn’t’ like the cv that I started as a minimum of knowledge, this time everything was new for me. I found it very hard to understand but as this is the first time for me to write a cover letter my lecturer guided me throughout the whole process. He gave me samples and tips to learn quickly how to write it. I realised that everything is simple if you have a tutor following you, according to a researched made by (Steenberg-hu and Cooper,2014) “ITS( gives a significant positive impact on college students’ learning relative to both instruction learning (i.e., both traditional and computerized instruction learning)”.So I need to take advantage of asking questions and don’t be shy even if the answer is simple. And so, I have taken every feedback from my tutor to improve every aspect of myself and hope to learn a lot of new things in this course.
3.3 Paraphrasing and plagiarism
While I was writing my first essay I’ve noticed the essentials of paraphrasing other people’s ideas to avoid plagiarism. Since it was the first time to me writing an essay I found it very hard to paraphrase because I was not used to citing the authors, the reason was my old school didn’t teach me how to avoid the plagiarism, In my back school, I could easily copy and paste information without citing them properly. So during this year at the university, they taught me all the information and sample I needed to avoid plagiarism. I learned a scheme to follow which to is read and understand the text, make a list of the main ideas, change the structure of the text ,and rewrite the main ideas in complete sentences. This scheme really helped me to paraphrase a sentence in a short time. Also, I’ve been then tested on what I have learned through some class activities and I could analyse with my tutor where I was doing wrong and how I could improve. I’m really sure that what I understood and learned from this course it will really help me in the future on my study path. 
3.4 Personal development plan
While I am confident in my time management skills, writing a personal development plan is a skill I hope to develop further. When I started the university the first topic I’ve been in touch with was personal development plan, I was already conscious about how disorganized I was so I found it so interested to see how I could improve to organize myself. The tutor I  was learning from gave me a sample of a personal development plan which at first was really hard to understand but once the tutor explained each step I could see clearly. I felt motivated to build my first personal development plan so I could change some of the bad habits that are accompanying me. So first of all I had to set up goals which I really never thought about before, precisely were dream then I had to determine a range of times  when I will achieve those goals for example short-term, mid-term ,and long-term. So after I develop my first PDP(personal development plan) I immediately saw that there were so many things I was doing wrong, I really start feeling happy because I used to procrastinate and always submit everything on the deadline, I was literally being controlled by the time. But after following the PDP I could submit every work much earlier than the deadline and also I became more organize and I could prioritize which task I should do before.
3.5 Public speaking  
I’ve always felt confident in my communication skills “the exchange of thoughts, information ,or ideas that results in mutual understanding between two or more people”(Maund et al, 2017). However, I didn’t realize how much I was struggling to talk to an unknown group of people. Before I attend this course I’ve had few times the occasion of presenting a speech but I didn’t have any idea of how to do a speech in front of an audit and I always felt uncomfortable and scared. So when I encountered the public speaking topic I really wanted to know how to overcome this fear of speaking in public. So during the class, the lecturer gave us some tips to prepare yourself on the presentation day such as pre-talk preparation, questions, body language very important if you want to show to your audit that you are confident and length of the speech. Those points gave me confidence and strength to speak in public but in terms of communication skills I need to learn much more and I hope to become fearlessness in every type of situation which it requires to talk in public.




4.0 Conclusion
In conclusion, this report has discussed the reflective writing and how important it is for the future academic carrier. The purpose of the reflective writing is to reflect on your own personal experience, thoughts ,and theories to help have a better understanding about the gap knowledge also throughout the five different topics is possible to lookup of how those topics are beneficial for our personal growth in an academic way either everyday life. 
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Class Name:

Paraphrasing Exercises
adapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
a. 25% of babies are born to mothers who are adolescents.
b. One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
c. A quarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. Therichest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
c. 40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
c. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.
c. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
b. Martha feels that writing about adolescent problems is worthwhile.
¢. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now.

2.  Ronny told his aunt that a bear had attacked him, which she found difficult to believe.

3. Anyone who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

4. Of the 138 million acres of land that Native Americans owned in 1887, 90 million acres were taken away
by whites by 1932.

5. A woman who was nominated by the president to head the department was quickly approved by the
board of trustees.






Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Internet for
most of their schoolwork.

2. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.

3. Researchers have found a strong association between computer and Internet use in
adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.

4. Drug resistance remains a major problem in combating HIV infection, but a different
approach to drug development could be the answer.

5. North China's Shanxi Province, the country's largest coal supplier and most polluted
region, has the dubious distinction of having 16 cities on the list. Neither Beijing nor
Shanghai appear on the list . The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of household garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.






ANsSwers:

Which sentences are closest in meaning to the five sentences below?

1. a 2. C 3. C 4. b 5. b

Write your own paraphrase for the following sentences:

1. Anarticle in a local newspaper reports that three out of four homeless people think that
the streets are better than the so-called homeless shelters.

2. Ronny's aunt did not really believe his story about the bear attack.
3. The Mojave Desert is so hot that it is dangerous to try to cross it without plenty of water.

4. By 1932, Native Americans had less than half of the land they had owned only 45 years
earlier.

5. The board of trustees agreed with the president to appoint a woman head of the
department.

Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. The current generation of students in higher education today is the first to use the internet
for the majority of their studies.

2. Beneficiaries of the rapidly rising housing prices are speculators from China who buy and
quickly resell property at a profit.

3. Multiple-risk behaviours, such as alcohol, drug abuse and unprotected sex have been
correlated with computer and Internet use, according to researchers.

4. A new approach to developing drugs might be the cure for the resistance problems found
in current HIV drugs.

5. The report said that over three-fourths of the total cities surveyed had inadequate sewage
treatment, and 178 had no sewage treatment plants at all. In addition, 130 cities had no
garbage disposal plants, and indeed, almost 80 percent of household garbage was not
treated according to standards. Shanxi Province, China’s leading coal-producing area,
lead the most polluted list with 16 cities while Beijing and Shanghai escaped the list
entirely.
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REFERENCING EXERCISE
Exercise 1

Six publications of various formats are described below. Try
expressing the reference details for each in the Harvard style
and putting them into alphabetical order in a reference list.

1. A book with the title: '‘Occupational health and safety’,
published in Sydney in 2004 by McGraw-Hill, with authors
M. Stewart and F. Heyes. This is the second edition.

2. A book with the title: 'Internal control and corporate
governance', with authors K. Adams, R. Grose, D. Leeson
and H. Hamilton, published in Frenchs Forest, NSW by
Pearson Education Australia in 2003.

3. An article by M. Scardamalia and C. Bereiter, called
'Schools as knowledge-building organizations', published in
1999 in a book edited by D. Keating and C. Hertzman,
called 'Today's children, tomorrow's society' in New York by
Guilford as pages 274 to 289.

4. An article by J. R. Savery and T. M. Duffy, called 'Problem
based learning: an instructional model and its constructivist
framework’, published on pages 31 to 38 in the journal
'‘Educational Technology', volume 35, number 5, in 1995.

5. An article called 'Integration and thematic teaching:
integration to improve teaching and learning’ by S. Lipson,
S. Valencia, K. Wixson and C. Peters, published in 1993 in
the journal 'Language Arts', volume 70, number 4, pages
252 to 263.

6. A videorecording of a television documentary called
'Embers of the sun’, produced in 1999 by the Australian
Broadcasting Corporation in Sydney.
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Example of a cover letter

Flat 3A,
18 Floral Place,
Ash Lane,
Normanton,
NMS8 6AY
18 May 2013

J A Parsons,
Headteacher,

Alderton Primary School,
Thistle Avenue,
Normanton,

NM8 1GX

Dear Ms Parsons,

| am writing to apply for the position of Learning Mentor, as advertised on the
Prospects website.

During and since completing my BA in Learning Studies | have been working as a Play
Leader for Top Tots to gain practical experience of working with children. This
experience has been invaluable in putting into practice some of the educational
theory | learned in my degree.

In particular | have learned how to respond to a range of children's needs and to
understand that their behaviour is not always a rational response to their
circumstances. For example, | worked with a child who was behaving aggressively
towards other children and another who was withdrawn and unsociable; through
play activities | learned that it was the former child who lacked self-confidence and
who needed the most encouragement of any in the group.

My previous employment in arts administration and retailing developed strong
interpersonal skills and my capacity to deal with multiple demands on my time and
resources.

In retail work it was not uncommon to be dealing with one customer as another
sought help and as the phone began to ring.

In arts administration | had to balance the requirements of the funding bodies with
the users of the website while, at the same time, organising exhibitions and artists. |
found that | have both the stamina and the organisational ability to thrive in these
circumstances and feel sure that the skills | learned will be an asset to a busy primary
school.





The reason | embarked upon my degree course is because | have a love of learning. |
would very much welcome the opportunity of an interview to explain how | can
combine my enthusiasm for learning, art and drama for the benefit of children in our
community.

Please find my CV attached.

Yours sincerely,

Lucy Marcus
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