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Introduction
“Reflection is a vital element in any form of learning, and teachers and trainers need to consider how they can incorporate some forms of reflection in their courses.’’ (Boud, 1985, p. 8). I agree with this quote, as I believe reflection should be interpreted into all kinds of learning and can benefit any learning process. Reflecting on your learning and progress allows you to understand how much you have achieved and in what ways you can help yourself move forward. During these past two terms, I have had the opportunity to develop my knowledge and learning, as well as gather new understandings on the concept of academic and employability skills.  I studied many topics from both of my terms, and I can say that all of these topics have all contributed to my learning in some way. However, although every topic provided knowledge, some topics were more useful to me than others.  In this report, I will be reflecting on my learning and explaining how specific topics have helped me throughout my experience, and how I am planning on applying them in the future. 
Model of reflection
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I will be carrying out my reflection of each topic according to Gibb’s reflective cycle of learning. This cycle includes: description, feelings, evaluation, analysis, conclusion and action plan. To elaborate, firstly, the description is where I will explain the topic and its purpose; the feelings is where I reflect on my thoughts and emotions throughout the topic; my evaluation is where I consider the positives and negatives of this experience; the analysis is where I examine it and think about what I can make out of it; the conclusion is where I contemplate on what I could have done differently, and finally, the action plan is for the future, and what I plan to do if the specific experience rises again. 
Academic writing
Before I began attending this university, I was not fully confident with the methods of summarising, paraphrasing, and my grammar and sentence structure was not always accurate. This is why the topic of Academic Writing was particularly useful to me. In this topic, we went into detail about how to write in an academic style, with accurate sentence structure, grammar and language. We practised methods such as paraphrasing, which means to rewrite the same information with the same ideas but in a different way (Paraphrasing for beginners, n.d), and summarising, which means to re-formulate what has been said, in a shortened way (Lund university, 2011). 										When I began writing my first report during Term 1, I realised just how important academic writing is, and how crucial it is I understand it. Despite that, I often found myself making common errors with my sentence structure (such as run-on and non-parallel sentences), and I was not fully aware with what I should keep in mind throughout my writing process. This made me rather overwhelmed and I felt like I had a lot of weaknesses. To make myself more confident, I undertook further reading in order to enhance my learning and adapt to certain methods – for instance, the book ‘Academic Writing for Graduate Students – Essential Tasks and Skills (3rd edition)’ (Swales, Feak, 2004, p. 3) believes that there are six main considerations in academic writing: your audience, purpose, organization, style, flow and presentation. Altogether, if you apply these six elements, your academic writing will be effective, and the message will be easily conveyed to the reader. This was a good part of my experience, because I got the opportunity to observe my mistakes and take the initiative, which allowed me to learn even more information that could help. On the contrary, this is something I initially should have done from the beginning of my academic experience, as it would have helped me avoid any feelings of pressure that made it hard for me to develop. 
CV writing
The first and most important step of applying for any job is writing a CV and making sure that it is well-written and appealing to the employer. A CV is a document that convinces an employer that you, your qualifications and your skills are worth a work experience offer. (Morgan, 2017, p. 339). 										In this topic, we were taught what a CV is, how it should be organised and how you can write it in a way that makes the employer interested in you. We did individual tasks to practise writing CVs and ways that we can include the necessary details. For example, we mind-mapped the key things a CV has to include – knowledge, skills and attributes. This really helped, because I could have a visual representation of myself, and I could use that as a form of self-reflection in the future. Conveniently, not only this task, but this entire topic is something I could use for my personal future benefit, seeing as it mostly consisted of self-reflection tasks, which are very useful for CV writing. Something about this topic that was not particularly good was the fact I was unsure what information is crucial in a CV, and what information does not necessary interest the employer. Not being able to differentiate between necessary and unnecessary information made it difficult for me to plan a CV and get a proper understanding of what I must include. I believe this challenging part of this topic comes from the fact that I did not undertake any outside research to further enlighten myself, and even though this is something I should have done, I am still pleased that I acknowledged what I could have done differently. Being able to analyse your past choices and future opportunities employer is a vital skill when it comes to self-reflection, so I am glad that I was able to observe my learning from this perspective. Nonetheless, when I have to write a CV (or any piece of writing regarding my qualifications, responsibilities and work experience), I will get try to access to accurate information through personal research and reliable sources.  

Cover letter writing 
Alongside the CV, there is something else that is very important – a cover letter. A cover letter is: ‘‘a professional business letter which provides an employer with an introduction to an accompanying CV’ (Morgan, 2017, p. 339). Keeping this definition in mind, I can say that in this topic, we worked upon our knowledge of a cover letter and went through what it should include. We learned the differences between a CV and a cover letter, and analysed common mistakes that people make when differentiating between the two. A cover letter is rather short and is used to simply explain why you are suitable for the job, whilst a CV goes into detail about your work experience and academic qualifications. Therefore, good and accurate cover letter should be brief, creative, grammatically correct and contain different information from the CV (Your complete guide to writing a cover letter for 2021, 2020). Learning this made me realise how simple the difference between the two is, and made me feel prepared to write my own, due to the fact that I felt adapted to the writing techniques.		 I liked how this topic helped me understand how to write down my attributes through a variety of tasks, and I was aware that would help me and make everything clearer. Understanding how simple cover letter writing is compared to writing a CV also helped me expand my understanding on CV writing. Thus, after I finished this topic, I should have applied my notes to the previous topic, so I would make CV writing simpler for myself. If I fully am aware of the difference between the two, writing them should not be much of a challenge. Applying these notes is something that I will be doing once I do further research, and whenever I have to write a professional CV and cover letter, I would take this as an opportunity to use my detailed notes. 
Organising study
Although every topic these past two terms has helped me in some way, I believe the one most relevant to my top academic priority has been study. Whilst I was writing my reports for the first term, I was feeling stressed and overwhelmed – this meant I had to find ways to manage my time and organise my studies. In this topic, we were taught about time-managing methods such as the Eisenhower matrix, which is where you divide your daily tasks into four quadrants, based on their urgency and importance. I have often used this method to see which responsibilities I should prioritise, and it allows me to reflect on my day. I find that tasks that are important but not urgent (the tasks that are divided into the second quadrant of the matrix) are the ones I tend to prioritise the most, as they are what matters in a long-term period of time, and I value those the most. Learning this method has made me feel productive, as I find it highly effective when it comes to organising my responsibilities. 					We were taught various strategies, and that made me feel motivated and reminded me the importance of physically planning out your day rather than doing it subconsciously. For instance, we were taught how to write a to-do list, and how to ensure that it is efficient and helps you lead a more productive day. Experiencing this topic was also frustrating at times, because I found it difficult to view my activities in different perspectives and decide whether I should prioritise the urgent tasks or the important tasks. Therefore, I could use my knowledge gained from this topic and create my own, personal time-management method. I believe that if I did that, there is no way it would be ineffective, as I would plan it out in a way that works for me and is specific to what helps me be productive. I could have made this easier for myself by analysing different methods instead of briefly researching them – the more I understand different methods, the easier it would be for me to create my own. In the future, I will certainly have to manage my time again. We do it every day, without even realising it. The next time I have a certain deadline, or a key responsibility, I will ensure that I have adapted every strategy I learned (both in and out of class) and use those strategies to avoid feeling overwhelmed and under pressure. 
Conclusion 
In conclusion, there are four topics which I believe were the most useful to me: academic writing, CV writing, cover letter writing, and organising study. Every one of these topics was significant to my learning, but I analysed them in a way that helped me reflect on their usefulness in detail. I applied the Gibbs reflective cycle to each of those topics, and it gave me the capability of reflecting on my learning throughout the two terms. It also helped because it gave me a clear understanding of my feelings about my experience, and how I can continue to interpret what I learned into my everyday life. Coincidentally, I found that I have reflected on the Gibbs cycle without even realising it – I always ask myself questions such as ‘What could I have done?’ or ‘What will I do if this situation potentially rises again?’. However, writing the answers to these questions allowed me to have a an even clearer understanding over how much I have learned, and how much I am willing to learn even further in order to progress forwards. 
References
awelu.svr.lu.se, (2011). Summarising. [online] Available at: https://awelu.srv.lu.se/sources-and-referencing/how-to-give-references/summarising/ 
Boud, D. (1985). Reflection: Turning experience into learning. New York: Kogan Page, p. 8.
cv-library.co.uk, (2020). Your complete guide to writing a cover letter for 2020. [online] Available at: https://www.cv-library.co.uk/career-advice/cover-letters/how-to-write-cover-letter/ 
Morgan, P. (2017). The business student’s guide to study and employability. [s.l.]: SAGE publications, p. 339. 
Swales, J. Feak, B. (2012). Academic writing for graduate students. 3rd Edition. [s.l.]: Michigan ELT, p. 3.
ucl.ac.uk, (N/Y). Paraphrasing for beginners. [online] Available at: https://www.ucl.ac.uk/ioe-writing-centre/reference-effectively-avoid-plagiarism/paraphrasing 














image1.png
=N

t Gibbs Reflective Cycle l

Conclusion Evaluation

it i couyou Vit was good s bag
e done? Southe axperenca”

N Y




