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1. [bookmark: _Ref47280011][bookmark: _Toc48663588]Introduction



In this report I will reflect in 5 topics that I choose to pass my experience, knowledge, point of view and analysis basing in the Gibbs reflective cycle (1988) model.
I will talk about Summarising, Time management, CV writing, Paraphrasing and Cover letter. All the experience that I have learned I will pass in the way that my thoughts can be understandable in an open way, I will give some definition and when and how to use, why is important and some techniques.

























	



2. [bookmark: _Ref47280055][bookmark: _Toc48663589]Description


2.1. [bookmark: _Ref47280058][bookmark: _Toc47285607][bookmark: _Toc48663590]Summarising 


In this topic I have learned how to give credits in the right way to the person that writes the idea, text or passage, and when and how to use, some techniques as well, it make me capable to organize the ideas in the logic way, take notes with key ideas.
I learned how to approach and take the most important ideas from text or passage that I read, how to make long text in shorter text with the most keys information, I learned how to identify, how to take keys notes and organize them.



2.2. [bookmark: _Toc47285608][bookmark: _Toc48663591]Time Management 

With time management I have learned how to organize myself my plans my meetings, how to do more in a shorter period of time. It increased my capacity of prioritize important things and how to manage my free time and be more productive and efficient.
I have learned how important it is, how to split the tasks, do plans and organize my schedule 









2.3. [bookmark: _Toc47285609][bookmark: _Toc48663592]CV Writing  
 
In this topic I gained another point of view to how to write a cv, I have learned how pass the essential information, what to put in my personal details, qualifications, work experience how to present and formatting my cv, and give references.
That was a new topic for me, very interesting and important and useful in my professional life.




2.4. [bookmark: _Toc47285610][bookmark: _Toc48663593]Paraphrasing 

With Paraphrasing I have learned how to transcribe ideas from another person in my own word, like that I learned how to support my essays, reports with many other ideas with the right structure and techniques.
Learn how to change the order how to use and when to use de synonyms, I learned how to understand texts how to be able to transform ideas.



2.5. [bookmark: _Toc47285611][bookmark: _Toc48663594]Cover letter 
   
What I gain from cover letter was the most essentials tips to know how to right and witch aspects are important to mention, what to include like how to introduce myself, how to sell myself and the right way to finish a cover letter.
I was able to understand the importance and why we need to be accompanying the cover letter with a cv.





3. [bookmark: _Toc48663595]Feelings 


3.1. [bookmark: _Toc47285613][bookmark: _Toc48663596]Summarising 

Honestly knowing more about summarising made me realise that I made a lot of mistakes in the past, I did not know it how important it was to give credits to the author, when and how to give credits so that made me think that I could do better in the past, 
I feel much confident I still improving some techniques to summarise better, the secret is practicing, more you practice more your confidence will rise.



3.2. [bookmark: _Toc47285614][bookmark: _Toc48663597]Time Management 

When I started with time management I was thinking that I knew everything about it, but I was so wrong it is more than control the time, when I start to understand I saw it that I could change a couple things in my life.
I started to feel more productive more efficient it helped me a lot at university to submit my assignments on time, at my workplace how to work efficiently and still have time for rest, I was feeling my stress level low.


3.3. [bookmark: _Toc47285615][bookmark: _Toc48663598]CV Writing 

CV writing made me think that I could have better opportunities of job, knowing all the structure that a cv needs to have all the information that we need to put and how they read and choose, I could avoid a lot of mistakes.
I felt the necessity to restructure my cv take some information out and some in, to reduce the information and pages to make easy to access.

3.4. [bookmark: _Toc47285616][bookmark: _Toc48663599]Paraphrasing 

Paraphrasing was something new for me, but it made me think that is so important key for academic skills, I started to feel the necessity to avoid plagiarism and when you start to avoid plagiarism I was capable to understand more it raised my vocabulary up even the effort to be capable to read the information and transform in my own words it is an important tool to write assignments. 



3.5. [bookmark: _Toc47285617][bookmark: _Toc48663600]Cover Letter

Cover letter made me realise that is so useful to my professional life, I used to think that cv and cover letter were the same.
When I started to understand I saw it that is different things, one complete other the contain in the cover letter is more professional is more to describe your past experience.




















4. Evaluation



4.1. [bookmark: _Toc47285619][bookmark: _Toc48663601]Summarising 


Learning is always a good experience it raised my confidence, is a very important element in academic writing I am more familiar and confident to write my assignments, been able to learn how and when we can summarise the techniques, was a good experience. 
I think that we could have more classes and example to understand better, that was the negative aspects, because was a new topic and I needed more time to get familiar.


4.2. [bookmark: _Toc47285620][bookmark: _Toc48663602]Time Management 


Be able to organise myself was definitely the best experience, understand the main focus of time management how to deal with the time how to work smarter, what to prioritize, how to separate my activities was a great topic, the discussion, opinion in the classroom. 
I wanted to be more focus in this topic because was something that sometimes I faced some struggle but was a lot for in that time put my work with classes together was a bad experience. 






4.3. [bookmark: _Toc47285621][bookmark: _Toc48663603]CV Writing 

I loved this class, was something that I needed to know in that time, because I was facing problems with get a good job and going thru this topic I learned a lot of key parts, what and witch information I could put key information that was missing in my cv and that helped me structure my cv, was amazing experience for me.
Bad thing was that I need to wait till the second term to learn properly, that made me lose some time to structure my cv and get a job. 


4.4. [bookmark: _Toc47285622][bookmark: _Toc48663604]Paraphrasing 

One of the keys elements in academic writing, was very useful for me it helped me a lot with my assignments, be able to understand more about plagiarism how to process the information and know how to avoid was something new for me,
But very useful.
I did not like it the way that I learned I felt that I needed more example more class activities, because is an important and complex topic.



4.5. [bookmark: _Toc47285623][bookmark: _Toc48663605]Cover Letter 

I was expecting to get in this topic because was something that I needed in that time and it came at right time, I could understand the difference between cv and cover letter, and I was looking for a good job at that time so was a good experience for me.
I wanted to get this experience in the classroom but unfortunately, I could not, but overall was good.





5. [bookmark: _Toc48663606]Analysis


5.1. [bookmark: _Toc47285625][bookmark: _Toc48663607]Summarising 

Summarising is when you take the main ideas, key information from a text passage or lecture. (Macmillan dictionary, 2018)
Is a very useful tool for academic writing, is very important when want to present ideas or projects that requires short time, so we transform the long text to a short text with the main ideas (summarise).


5.2. [bookmark: _Toc47285626][bookmark: _Toc48663608]Time Management 

Time management is so important that when I start to understand was like a life guide, that changed my mind I started to work smarter, understand that time is something that I cannot bring back, I just need to know how to deal it.
Time management is when you organise and do plan for how to divide your time between specific activities. 
(Emerald works, 2019)


5.3. [bookmark: _Toc47285627][bookmark: _Toc48663609]CV Writing 

Curriculum vitae, is a document that contain our work life trajectory, experience and education.(UCDAVIS, 2019)
Is a very important document for a professional life, that helps you find a job that suit to you, and helps the employer understand your abilities.
Understand the structure, and information that we can put is very important and increases your chances to get the job.




5.4. [bookmark: _Toc47285628][bookmark: _Toc48663610]Paraphrasing   



Paraphrasing is writing ideas from another person into your own words, but you need to change the words and the structure but with the same meanings and provide the credits of that person using reference.
For to that correctly you will need to use synonyms and some techniques, how to change the word and the order, when to use the synonyms. 
 I use that a lot for support my assignments is an important tool for academic writing and for the professional life.



5.5. [bookmark: _Toc47285629][bookmark: _Toc48663611]Cover Letter


Cover letter is a professional letter that introduce what is writing in your curriculum vitae(cv), Is a document that summarise your professional skills. When you apply for a job the employer needs to know if you have the right abilities to get the job, and with the cover letter that needs to be with the cv, will resume everything in a quick way that the employer can access your skills in the way to know if you are the best person for that.















6. [bookmark: _Toc48663612]Conclusion



6.1. [bookmark: _Toc47285631][bookmark: _Toc48663613]Summarising 


I could do more research about it and be more focus, was not easy to retain all the information for the first time, and I was in a difficult situation.

   

6.2. [bookmark: _Toc47285632][bookmark: _Toc48663614]Time management 

This topic helped me a lot was very useful for me, I have done a lot with it, I changed, I improved lot of things it was a self-discipline for me, but I could try use in other situations as well.




6.3. [bookmark: _Toc47285633][bookmark: _Toc48663615]CV writing 

I could ask for help to build my cv better, because sometimes I do not feel confidence, I could ask for advice to see witch information could put and witch I could remove.










6.4. [bookmark: _Toc47285634][bookmark: _Toc48663616]Paraphrasing

I could read more, practicing how to change the word class, trying more examples know more synonyms and techniques, is very important topic for academic writing it helped me a lot with my assignments.



6.5. [bookmark: _Toc47285635][bookmark: _Toc48663617]Cover Letter  


I could Learn more about the difference between cv and cover letter, and why is important to have a cover letter if I have cv already.


  



















7. [bookmark: _Toc48663618]Action Plan


7.1. [bookmark: _Toc47285637][bookmark: _Toc48663619]Summarising 

Ask more questions, I could avoid some problems to be more focus, because was a bad time for me, and summarise Is a very important topic. 


7.2. [bookmark: _Toc47285638][bookmark: _Toc48663620]Time management 

I would turn this topic more practical in my life, theory is very helpful and good but for this topic practicing and understand the theory is better. 

7.3. [bookmark: _Toc47285639][bookmark: _Toc48663621]CV writing 

I would try to learn more of this topic in the first term because is so important could help me more in a professional way, because I were in struggle to find a job when I started the university.


7.4. [bookmark: _Toc47285640][bookmark: _Toc48663622]Paraphrasing  

The concept of this topic makes easy to understand rest, and when you know what plagiarism is, and why should we avoid, and the techniques to avoid, everything will do more sense.

7.5. [bookmark: _Toc47285641][bookmark: _Toc48663623]Cover Letter 

I would like to learn this topic in the classroom is another atmosphere and I know with everyone in the class we could discuss better, and I would understand more.
8. [bookmark: _Toc48663624]Conclusion


		
In this report I passed all information that I learned based in this topic (Summarising, Time management, Cv writing, paraphrasing, and Cover letter) I passed everything reflecting on Gibs model with description, feelings, evaluation, analysis, conclusion, action plan. I talked about my experience in the classroom and on virtual classes, I shared my opinion and my point of view on each topic even how my professional life affected my studies and the other way around.

















9. [bookmark: _Toc48663625]Reference
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