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       INTRODUCTION
    The ideas behind reflective thinking and reflective practice are nuanced. There are several different models of reflection. An knowledge of the similarities and differences between some of these, can help you become familiar with the core concepts, encourage you to explore reflective questions at a deeper level and provide a way to organize your learning better.
   For such items as professional portofolio entries, learning journals, logs or workbooks, part of personal or professional profiles, reviewing project work or practical work(e.g. placements) or guided evaluations, reflective writing may be necessary.
    Reflective thinking is a dynamic process that involves analyzing new data in relation to your own information and experiences. 
    Reflective writing will help you explain and deepen your understanding of your subject material, as well as allow you to create your own views and voice of writing. 

        JOHN DRISCOLL’S MODEL OF REFLECTION
    Reflective models offer a forum for students or clinicians to evaluate their own results and consider personal reactions and levels of performance and how they can enhance their performance (Moon, 2004). There are many models that can be used to direct the process, requiring the ability to be self-critical. Such a system like this is the Driscoll Model of reflection (Driscoll, 2007).
      In 1994, Driscoll (2007) first introduced their reflective model as a structure for directing self-reflection on particular events or occurrences. For reflective practice, Borton’s work on which the model was based on , in 1970s, advocated three questions : 
· What?
· So what?
· Now what?
      All these questions are beneficial, but can be argued as somewhat vague, so the creation of Driscoll took Boston’s questions and matched them to an experiential learning cycle (Driscoll,2007).
     The Driscoll (2007) model is intended to direct the learner’s own learning by focusing on the event using the three questions, with the addition of feedback on what should be included in the model at each point. 
      Step one, the “What?” , it is that, where the learners can reflect on what happened, first considering why the reflection is being done. The learner may  want to understand why they responded in a particular way, what happened. This may include some of the next questions: 
· What happened ?
· What have you seen ?
· What action or actions have you taken?
· What are the most important elements in the event ?
      The second stage is “So what?” question. This is the process in which the research is carried out and it is the phase in which most learning can be completed. By asking “So what?” the model will activate cognitive procedures (Driscoll, 2007). The questions that learner may ask themselves could be :
· Which were your thoughts during the event ?
· How do you feel in the moment of the event?
· Why did you take the actions that you take ?
· Why you didn’t take any action?
       The third question “Now what ?”, leads to the learner’s progress in forming an action plan to assess who will react or behave the next time they are in a similar situation (Driscoll,2007). During this stage, a learner may ask :
· Did the incident have any impact on you ?
· How are you going to act next time when you will be in the same situation?
· What information, what you will need to know, next time, when you will be in the same situation again ?
   
   ACADEMIC WRITING 
       It has a formal style and tone. It is clear, succinct, focused, coordinated and supported by proof. Its aim is to support the understanding of the reader. Even so, the use use of long sentences and complex words is not complicated and does not require it. 
       There will be some writing conventions, terminology and forms of discourse in each subject discipline that you will become acquainted with over the course of your degree. There are some general features of academic literature, however, which are relevant to all disciplines. 
       In academic writing, the first step is to clearly describe the writing and the audience’s intend.
          Academic writing features 
        Academic writing is:
· Designed and concentrated: answers the question and shows an understanding of the subject.
· Structured: written in a logical order, it is coherent and incorporates material and related points.
· Evidenced: displays understanding of the subject area, supports views and claims with facts. It is correctly referenced. 
· It is formal in tone and style: uses suitable terminology and tenses. It is simple, balanced and succinct.
         It involves creating the overall structure, arrange the subjects in a logical order, writing in structured paragraphs, use signalling words. 
         Evidences such as data, quotes, facts, claims, analysis, figures and theories, must support      academic data . The evidences is going to: 
· Give substances to your own thoughts.
· Enable the reader to see what has shaped your thinking and how your theories fit in with those in your field and vary from them. 
· Show that you have thoroughly read and know about areas of interest for specialists.
· Show your comprehension of the general concepts and theories about the subject.
          Paraphrasing, summarising, quoting, synthesising are some approaches used to integrate the work of other people into your own work . 
     
            CV WRITING
        All of us we are working nowadays. It is our way to gain money, to exist. Doesn’t matter what job we have, It is esentially to work. But every time we need to work, we are looking for a job that is follwed by an interview. We also need a CV for getting a job . 
         A curriculum vitae is a marketing document that includes a description of cereer history, academic credentials for job seekers and also describes their perspectives for the future. The word “curriculum vitae” is simplu Latin for “the story of your life”.
         Since they are your first or perhaps only direct contact with a potential employer, CVs are significant and valuable. Presentation is important. It should be carefully thought out, planned and written for this purpose alone, so that It has an immediate positive influence on key decision-makers. 
         They should be able to easily get a good idea of your experiences and potential when a reader looks at your resume. It should be seen as a representation of you as a person. 
         Summarizing a CV is simply a marketing tool that gives you the ability to sell yourself to employers. It should have:
· A positive outlook.
· Show clearly those skills and experiences that are most important to the job for which you are applying.
· As a possible prospective employee, show your potential.
          A CV should include: personal summary, career objective, career history, academic qualifications, references, areas of expertise. 
          The format of the curriculum vitae must show quality, clarity, relevancy, usefulness. It should be short and up to date. 
           In my experience, a CV has always helped me in my career. Even I was trying to get a new job, or trying to go up in the same place, I’ve always put in good words all about me and my past into a CV . It helped me to exprime better and make me understood.

     REFERENCING
          Academic writing depends on more than just one author’s opinions and experience . It also take advantage of others outlets ideas and research: journal articles, books, blogs and much more. These other sources can be used to endorse the theories of the author, or other sources may be discussed, examined, or criticized by the the author.
         Referencing is aimed to inform the reader where concepts have been used from other sources in an assignment. There are several reasons why referencing sources correctly is important: 
· It shows the reader that to construct a strong case, you should find and use sources.
· The originators of concepts, hypotheses and scientific results are properly credited. 
· It tells the reader how the big picture is connected to your argument.
         The kind of sources that needs to be referenced are the sources cited if an assignment includes facts, terms, thoughts, hypotheses, or interpretations from other sources. Referencing is appropriate when :
·  You have precisely copied words from a book, document or other sources (quotation).
· Even if you haven’t used their exact wording, you have used a concept or fact from an outside source (paraphrasing and summarising).
     If the data is common knowledge, which is something that everyone is likely to know, the only excepțion is this. It is easier to reference it if you are unsure whether or not to reference anything.
     There are two elements used in referencing:
· A citation in the assignment’s text (in-text citations).
· At the end of the assignment, an entry in a reference list.
    The citation only provides sufficient details to locate the source in the reference list for the reader. Usually, this is the name of the author of the source and the year the source was written. 
       
               TIME MANAGEMENT
           Time management refers to efficiently controlling time such that the correct time is allocated to the correct operation. Efficient time management enables individuals, according to their value, to delegate unique time slots to activities. As time is often limited, time management refers to making the best use of time. 
            Not only in companies, but also in our personal lives, time management plays a very significant role.
            Time Management includes:
· Effective Planning (Plan your day well in advance )
· Setting Goals and Objectives (Set goals for yourself and make sure that they are achievable and practical)
· Setting Deadlines (Set deadlines for yourself and try hard in advance of the deadlines to complete assignments)
· Delegation of Responsabilities (Should say “NO” at  workplace. Don’t do It all on your own. There are also other individuals)
· Prioritizing Tasks (Prioritize the assignments according to their meaning and urgency. Know the distinction between urgent and essential jobs)
· Spending the right time on right activity (Establish the habit of at the right time doing the right thing . Job completed at the wrong time isn’t really useful)
For Effective Time  Management one needs to be :
· Ordered: Stop storing file stacks and heaps of paper on your workstation. Throw in everything you don’t need. Placed in directories relevant papers. Hold the files on top of any file in their respective drawers with labels. It saves time when needless searches and carried out. 
· Don’t misuse time:  Don’t kill time. Focus on your job and complete tasks on time. Know that your company doesn’t pay you to play video games. Complete your job first and then do whatever you feel like doing. Till the last moment, don’t hesitate. 
· Be Focussed: One needs to be focused for effective time management. 
Establish the habbit of using schedules for better time management, table top calendars, organizers. On phones or your personal computers, set reminders. 

    CONCLUSION
             Reflection models support people by helping them comprehend their own methods for thought and learning. Furthermore, analytical thought helps people to connect their current experience to their previous understanding, take into account both abstract and concrete concepts and apply particular techniques to new tasks.
            There are a wide range of models of reflection. People must decide which structure. Reflection is also inspired by difficult or negative conditions under which people need to assess what went wrong and how they can change or correct It in the future. 
             It can also, however, be started by positive encounters where people want to understand precisely why something has succeeded so that they can replicate the achievement. 
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