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       INTRODUCTION
  The process of reflective thought involves actively thinking about and evaluating what is being done at present, what has been done before, what has been observed and what has been taught.
   Through this method, models of reflection direct people; each model offers various ways to address these considerations.
    To build a personalized framework, often one model can be combined with others. One paradigm will be used as a basis when this is completed and issues and considerations from other models will be applied on top.

       REFLECTION MODEL
    A paradigm for reflection, build into a systematic method to direct reflection, is the John Driscoll Model of Reflection. There are multiple models of reflection and one correct option is not available. It is important to choose a model that fits the individual who is going to use It. 
   The John Driscoll Model of Reflection is based on Terry Borton’s three Stem Questions, established in 1970. They are: 
· What?
· So what?
· Now what?
    In order to complete the reflection period, Driscoll related these three stem questions to the phases of an experience learning cycle and then added trigger questions that must be answered. 
   The three questions were created between the years 1994, 2000 and 2007. 
   One of the simplest models of reflection is the John Driscoll Model of Reflection.
   You will begin to analyse interactions and learn from them by answering these three questions. First, explaining what the situation or experience was like, is crucial. The context is imperative . This provides a more complete understanding of what is happening to the consumer.
     The” What?” stage is a descriptive stage, explaining what happened, some of the following questions can be included in the questions that can be used at this stage to thoroughly explain what happened: 
· What happened ?
· What have you done ?
· How have you responded ?
    The second stage, the “ So what?” stage,, where the research is carried out and it is the stage where most learning will be carried out. To improve comprehension of the case the model will activate the cognitive processes (Driscoll,2007). The learner will analyze their own feelings about the event at this point and determine the way their feelings have influenced their conduct or acts. 
     Questions that learner may think about include :
· What did you feel in the moment of the case ?
· What is your oppinion about It now ?
· You feeling different now ? If yes, why do you have a different feeling ?
· Why did you act, or didn’t act in the way that you did ?
· Did something good occure in this case ? 
      The third question, “ Now what?”, leads to the learner’s progress in forming an action plan to assess who will react the next time they are in a same situation (Driscoll,2007). The learner must recognize how and why they behaved or responded in a particular way in order to reactions ( Perusso, Blankesteijn and Leal, 2019).
    Questions a learner may ask themselves during this stage may be :
· How did the incident affect you? 
· What are you going to do next time if you will be in this situation again?

    CV WRITING
          A CV is a resume, a structured document that shows the professional history and abilities of an individual. It is developed in most cases to help an applicant land a job. A typical resume consists of parts of a professional overview, history of employment and education. It is like your marketing document for your job search. 
 The name of CV  comes from the French “curriculum-vitae”. 
           In my work experience, a CV has always help me to find job. It is a good way to better present myself in writing, then in speaking, as I’m a shy person who always forgets what I want to say when I’m catch in a very important situation in my life such as an interview for getting a New job.

     ACADEMIC WRITING
           It is a formal type of writing used in universities and scientific journals. We can find It in scholarly journal articles and books . It follows the same method as other styles of texts, but in terms of material, structure and style, It has particular conventions.
           Academic writing has specific conventions in terms of style, structure and content.
           For the most part, scholars compose texts intended for print, such as journal articles, novels, studies and edited collection chapters.
          Students are using most of the time next types of academic writing: research-paper, essay, dissertation, research proposal, literature review.
          Research-paper , independent research investigation in response to a question choose by a student .
 Essay is a short argument provided by a teacher, made of the sources from a class.
           Disertation is made of the end of the degree and is a final research project.
           The plan for a future disertation is called research proposal .
           Literature review is a survey of scholarly sources on a specific topic. 
           Academic writing is:
     - It gives information in an impartial way, It is formal and unbiased;
     - Reader must understand exactly what you need to say, it should be clear and precise ;
     - It needs to have a clear, transparent purpose, being well-structured and focused ;
     - well-sourced , sources must be used by the author as evidence;
     
                TIME MANAGEMENT
          The process or arranging and planning how to split your time between specific tasks, is called “Time management”.
    Effective management or time helps you to work smarter, not harder, so that even thought time is tight and stresses are high, you get more done in less time. Failure to control your time hurts your productivity and induces tension.
     Even if It seems like there is never enough time in the day, we all get 24 hours but why do some of us accomplish so  much  better than others with their time ? The sollution lies in effective management of time.
     The highest achieves control their time incredibly well. You can strengthen your ability to work more efficiently by using the time-management methods in this section, even when time is tight and stresses are high.
     A major change in emphasis from activities to outcomes involves good time management: being busy is not the same as being productive. The reverse is always closer to the truth. 
     Spending your day in an activity flurry also accomplishes less since you divide your time between so many different activities. Effective time management helps you to work more intelligently, not harder, so that you get more done in less time.
     Time management means the way you plan and arrange how long you spend on particular tasks. Instead of using It to get on with your job, It may seem counter-intuitive to devote precious time to learning about time management, but the benefits are huge:
      -greater efficiency and productivity;
      -increased opportunities for advance;
                -less stress;
      -greater opportunities to achieve career goals.
    Failing to efficiently control your time may have some very undesirable consequences:
      -missed deadlines;
      -poor quality of work;
      -a stalled career and a poor professional reputation.
 
        COVER LETTER
    A cover letter is a one-page document that describes the work history, professional qualifications and personal interest of a job seeker in applying for a job, also known as a covering letter or application letter. 
    Even if nowadays It seems old fashioned, cover letter is still nesessary when getting a job. 
    The aim  of your cover letter is to expand the accomplishments in your resume, highlight your character, clarify why you would be a good fit for your business. Overall, your cover letter and your resume, helps screen your career application for managers and recruiters.
     In each cover letter that we are writing, we must include the following structure:
· Introduction: needs to be written carefully to catch the attention of the hiring manager and illustrate why you need the position.
· Body paragraphs: your related qualifications work experience, skills and career suitability are detailed in at least two paragraphs.
· Conclusion: a succint ending reiterating your strengths are inviting the recruitment manager to contact you .
     Job seekers tend to have several concerns when it comes to writing a perfect cover letter.
· Step one: At the top of it, should be the first and last name, email address, phone number. Under the contact details, should be date of the day, first and last name of the person you are writing to, company’s address, company’s phone number, hiring manager email address. 
· Step two: adress the hiring manager by their name
· Step three: you should have a strong introducion
· Step four: you should prove that you are perfect for the job
· Step five: you should ask for an interview at the end of the cover letter 
· Step six: sign off  with a professional closing salutation
· Step seven: the cover letter should  always being reviewed
     You should presume, for the sake of your future, that writing a decent cover letter is not optional. 

         REFERENCING
             Referencing means you have to provide specific information in your text and at the end of your work, about all the sources consulted for a work done.
             Referencing styles
            Specific referencing types are favoured by specific academic disciplines as they fit well with the kind of texts in that discipline that are most widely used. For example, English Literature and Film, Theatre and Television at Reading both prefer the style of MHRA (Modern Humanities Research Association ), beacause It is good for dealing with repetitive references to a literary text, but while English Literature uses the classic version of MHRA, Film, Theatre and Television prefer the Author-Date version. The School of Law prefers OSCOLA, as it has rules for citing legal texts. 
     Harvard, Oxford, APA, Chicago and Vancouver (numeric), are other styles that are used at Reading .
    APA referencing is a Harvard-style version. With brief citacions of the author-date in brackets in the document body and complete citations in the Reference list, most conventions are similar. 
     Referencing in the CHICAGO style provides two choices for citations: either listing brief citations in the body of the text as referenced in Harvard, or listing them in footnotes as referenced in Oxford. 
     The in-text citation can be in brackets in the body of the text or in footnotes in HARVARD format and uses the surname of the author and the date of publication, with a page number if it refers to a specific page. 
    MHRA distinguishes between citations for primary texts: novels, poetry and secondary texts: critical works. Most in-text citations are in footnotes. 
    The School of Law at Reading preffers OSCOLA-Oxford Standard for the Citation of Legal Authorities, as It has guidelines to deal with the kind of sources that law students often use. 
     In-text citations are in footnotes in Oxford references. The first mention of a text should contain full information in the footnotes.
     In VANCOUVER referencing, a style of numeric referencing, a number corresponding to the order in which It appears in the text , is given to each source. 
    
         CONCLUSION 
     In a variety of contexts, models of reflection may be used, but in circumstances where updates and input are required such as business meetings and behavioral interview questions, they are particularly useful.
     In order to enhance their methods, models of reflection are most commonly used by healthcare practitioners.
     Reflection is also inspired by unpleasant or adverse conditions under which people need to assess what went wrong and how they can change or correct it in the future. It can also be started, though, through positive encounters where people want to understand precisely why something has succeeded so that they can replicate the achievement. 
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