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In this second task I will do a reflective report about three topics lectured in Academic Employability Skills (ACE) by using Gibbs Reflective cycle. Sharing my point of view through some of the classes we had and try my best to be clear as much as I can.


[bookmark: _Toc101957350]Gibb’s reflective cycle
First things first, reflection models, sometimes known as frameworks for reflection, encourage a structured process to guide the act of reflection. (The University of Edinburgh (2020). Gibbs’ Reflective Cycle). 
There is no right model. It is important to choose the one that seems most comfortable to you and that best helps you learn from your experience.
Fundamentally, Gibbs' reflective cycle supports experiential learning through a structured debriefing process. The nature of the structure as a cycle means that it can be used for continuous improvement of repeated experiences, allowing the practitioner to learn and plan based on things that went well and others that did not. 
This model is an effective way to work through an experience. This can be either a stand-alone experience or a situation you go through frequently, for example meetings with a team with which you must collaborate. 
I will be following the six steps of the reflective cycle which are
Description
Feelings
Evaluation
Analysis
Conclusions
Action Plan
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At the first sight this topic felt like a trigger for me, as Lizeta explaining more about the theme and make it more explicit, I saw it was a topic that I feel related very much I did not really know that ACE (Academic and Employability Skills) talked about this type of contents. 
This class was quite helpful for me it made me want to commit more about this issue I have (lack of time).
And Lizeta made it very explicit about the theme how we should do better with the time. 
What is Time management? 
It is the process of organizing and planning how to divide your time between different activities. (Mind Tools (2009). What Is Time Management? Working Smarter to Enhance Productivity)

Time management, therefore, consists in the adoption of a series of processes and tools that help the fulfillment of activities and projects, within the established deadlines and with satisfactory results.

Time management is a fundamental skill in all areas of life although it is more common to have this concern at work, it also applies very well to personal routine. When you better manage your time, it consequently increases your performance.
This, in turn, contributes to the elevation of wellbeing which ensures a closeness to full happiness. 
In the corporate environment, the benefits can be felt in the company's results, goals achieved and lighter organizational climate.

Time management is not only focused on professional life also in all other areas that deserve care. To summarize, we can say that managing time and making a personal organization does not necessarily mean finding ways to work harder, but rather of making intelligent use of the time one has.
 
To employ our time wisely, we need to be sure to spend it in the right places and to perform the right activities. It is important to highlight that the use of your time should be related to the knowledge of your obligations and priorities.

I have start seeing that laying down all day doing nothing was making my anxiety grow and overweighting. Not exercising and make my mind busy with something else was in some type of way making me tired not in an effective way and made me question about a lot of things such as do I feel comfortable with this type of routine, was my health and mind were in good condition, is this became a habit for me?
And then I realized that the only person to fix this problem was me. Prioritizing what is important to do in certain days. I have made reminders on my phone with inspiring quotes and what to do at what hour. I have started seeing results that made me feel better in so diverse ways, organized my schedule and my mind even tho I still skip some chores and have some anxiety problems but manage to control them.
I will try my best to keep the effort in managing my time in my day by day. Even tho some days I still feel a little lazy but then I remind myself that I should not get carried by laziness, and I try extremely hard not to fall apart because I know how I could easily get distracted. Now I exercise more, read a little bit, go for a walk even google what recipe I should do and meditate more to keep the stress level low. 
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Before this Lizeta introduce this content, I have already heard about cover letter but never understood fully what it was and what was the importance of having one.
It was helpful because I understood how to do one how I should approach in addition, this letter works as a good strategy to make a good impression, highlighting its characteristics among so many other candidates.


Cover letter is text that introduces you to the person who is working on the selection of professionals for a particular vacancy. (reed.co.uk. (2018). What is a cover letter? | reed.co.uk.) 

The idea of this text is to show that you meet the requirements of the vacancy announcement and can contribute to the development of the company.

For this content I do not have much to say because or express but this one for me was one of the most important she presented because some of us did not know that a cover letter was so important when cv is presented.

The cover letter is the highlight that it will bring to your resume, because during so many documents that recruiters receive, the letter highlights the candidate.
It also becomes an element capable of offering more information about the candidate, not being restricted to the limited space of the curriculum.
You can also increase your networking as it can be displayed online on your website or social network like LinkedIn.
The cover letter can be a big differentiator for us.
Therefore, when writing one, we must be aware of the main topics that it presents. Remembering that through it we can show the recruiter that he is the right person for the job. And the idea is that he is even more interested in your cv after reading your letter.

This was a helpful content I am still learning how to write one for my future job applications and was quite easy to learn.
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The day she presented this class I was a bit confused because I already knew another type of cv and did not know that they were different.
Curriculum Vitae (CV) or Curriculum, as you prefer, is the document that contains, in summary, all data of a person's school and professional training. (Smith, J. (2019). How to write a CV | Prospects.ac.uk.)

 It is a text that needs to give the reader accurate information for a preliminary analysis of the candidate and develop an effective selection process.
Delighting recruiters is not an easy task, but ready-made curriculum vitae models can help a lot. And many are discarded for not being compatible with the job opportunity launched.
The curriculum vitae is a summary of the skills and qualifications of a person's professional life, which provides an employer with information that could be decisive for choosing the candidate to fill the available vacancy.

It is important to note that this is only the first step most companies usually request at a later stage, an interview with the candidate and even documents that prove the information provided in the curriculum, so it is extremely important that all data related to academic life and professional experiences constant in the curriculum of the aspiring office are true, and that it has supporting documents.
Knowing where to start and what to put in each topic can be a challenge, even though document formatting is not always simple. It can probably take a long time producing your curriculum vitae from scratch. With a template ready, basically, just replace the information. That is, much faster.
Writing a CV was always a challenge for me because I did not know how to summarise my information or what to put since I have experience in a lot of diverse types of work. This particulate content I saw that CV europass is not the same CV that we use in UK europass is for countries that are members of union European council but in UK the europass is not valid.
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Public speaking for me was a little bit challenging it was always challenging for me because sometimes I get nervous, and I stuttered a lot in stumble on some words it is worse when it is in a foreign language, but I manage sometimes how to take control of that because I'm always afraid of messing something. Presenting a work assignment something like that it makes me very anxious because even though I tried to focus on the work in how I am going to speak how I am going to pronounce those words still my anxiety makes me sometimes mix some ideas that I have or mix topics makes me lose a little bit of confidence.
I could train myself for weeks not to make mistakes train how to articulate words not to stumble still when I go in front of audience or colleagues, I still make some mistakes, but I am trying not to be so hard we myself because not everybody has the courage to speak in public or in front of audience.
I do knowledge that public speaking is the best way to develop abilities in communication and leadership and to help to develop self-steam and capacity to convince others. Doing this work was also a journey to various memories, several experiences I had in the past with schoolwork.
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Real or not, the fact is that the fear of public speaking has a crippling effect on people's careers and lives.
The session of fear, of incapacity, often inhibited my expression, my communication, in work meetings, presentation of schoolwork, the face blushed, almost wished that the world were over at that moment, I could not express what I thought, I even became nauseous, an internal defense not to do so. There were many situations in which this fear accompanied me throughout adolescence and adulthood.
I recognize that knowing how to speak in public is a dimension transversal to all professionals and all areas of knowledge.
The techniques of presentation, knowledge, learning to deal with fear, learn to organize our presentation, know how to deal with all this helped me a lot.
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It is never too much to remember that speaking well in public is not a gift. Having a good oratory has much more to do with dedicating yourself to learning new techniques and practicing them, than being born ready to face an audience during a presentation. There are many concepts that can boost the performance of a communicator, and you can highlight three key points for public speaking and success: mastering technique, practice, and subject matter. But practice is what makes you perfect.
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Figure 1 Cover work presentation Employability Skills in International Management and Business
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 Figure 2 Topics
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