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1. Introduction
Reflective writing is one of the most difficult tasks that I have encountered in my life.   I have always reminisced about my life and past experiences, however, I have never written about it. This experience is quite bizarre because I have always thought about my past experiences but I have never written about them.  I have experienced about reflective writing this second term of my class. I was taught 3 methods but there are more to choose from.
The three models that were taught to me were:
· Gibb’s ‘Reflective Cycle’ (1988)
· Kolb’s ‘Experiential Learning Cycle’ (1984)
· Driscoll’s Model (1994, 2000)
Gibb’s Reflective cycle (1988) - Consists basically of these steps:
· Description- description of the experience.
· Feelings- feelings and thoughts about the experience.
· Evaluation- Was the experience was good or bad.
· Analysis- To think about the situation.
· Conclusion- What have you learned and what could have been done differently.
· Action Plan- How would you deal with this situation in the future? (The University of Edinburgh, 2020). 
Kolb’s ‘Experimental Learning Cycle’ (1984) - This learning cycle has the following stages:
· Concrete Experience- This is where you learn something new and reflect on how to improve your existing skill or practice.
· Reflective Observation- This is where you asked yourself, what worked? And what did not? 
· Abstract Conceptualisation- What can I do to make it better? And how can I improve it?
· Active Experimentation- This is when you practice your newly acquired skills in the future (Brown, 2015). 
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Driscoll’s Model (1994) - Driscoll’s method has basically three stages:
· What? - It asks about your reaction, what did you do and what other people did, and what happened.
· So What? – It asks about your feelings, troubles, positive aspects, experiences in comparison with your colleagues, etc.
· Now What? – What are you going to do about it, what if you don’t do anything? What needs to happen? etc. (Josephine, 2020).
After analysing these three methods of reflective writing, I have chosen Kolb’s Cycle to write my report as is quite straight forward and self-explanatory.
  
2-Time Management
Time management is one of the most difficult tasks to manage and to master.  I tend to procrastinate most of the time but I have learned the hard way that procrastination is your enemy when we talk about time management.  I’ve studied in class to make a weekly schedule to see where I waste my time during the day. Also, how to use the SMART principle.  According to SMART Goals (Mind tools, ND) SMART means the following:
· S- Specific
· M- Measurable
· A- Achievable
· R- Realistic
· T- Time-related
What this means in a nutshell, is that you have to make your goals achievable, and if I have to delegate tasks, I will do so, to accomplishing the job.  It was discussed in class the Eisenhower method. A Method that emphasises doing all important tasks first, and not wasting your time on meaningless things. Eisenhower's Urgent/Important Principle (Mind tools, ND).
I never thought that I wasted so much time on a daily basis before I started studying these methods of time management.  Time management is underrated as far as I’m concerned as most of us tend to believe we have plenty of time to do tasks.  If I could master this skill, I could accomplish many things in my life, such as being a good group leader, getting the job done within the time frame, and last but not least, spend time wisely to have quality time for myself, as well as, my family.

3. Referencing
Referencing is a wonderful tool that even though I knew it existed, I never gave a reference to any body’s written jobs or essays in my life.  Giving a reference is a way to give acknowledgement to authors, that the material you are writing about does not belong to you.  This is done to avoid plagiarism which is a serious academic misconduct if I’m found guilty of ‘stealing’ written paragraphs of books or ideas.  In the first semester of this course, I was taught The Harvard reference style.  The material given to me to study was PowerPoint slides, a referencing exercise, a reference workshop, The University webpage to use proper Harvard referencing, and a wonderful video on how to use Harvard referencing (Jonny, 2012).  I now realised that I must give acknowledgement to people’s hard work and research.  Otherwise, it will be considered copying or plagiarism. I used to just copy and paste other people’s work in my Word document.  However, I have learned that this just not right and it could have serious consequences not just in the University but in my day to day life.
[bookmark: _GoBack]I have learned to use the Harvard referring style used at my University, yet I need to practice more because I keep making minor mistakes when referencing. Referencing is a way to make your reports look very professional and also, let’s everyone knows that you have spent time researching your report.
From now on I will research all my reports thoroughly and practice my referencing know-how every time I write something.  Referencing has been a very positive experience considering is a problem solver in my University life


4. Summarising
Summarising along with paraphrasing are the two must have skills to do great at the University without getting in trouble of being accused of plagiarism.  Also, you must use in-text citations and references to acknowledge the author’s work.  I have learned these two skills in my last semester. I must admit I have honed my writing and summarising skills a great deal. The material that I study was, summarising slides, paraphrasing and summarising slides, steps to writing a summary, summarising exercise, and a helpful video on how to write a summary (Smrt English, 2012). I have to be honest, this was my favourite subject during the last semester. Summarising is of paramount importance when writing a report considering I wrote the same paragraphs by only changing a few letters here and there.  I now know that this completely wrong, in fact, is called plagiarism because you are copying. I learned how to summarise ideas and concepts, moreover, you have to read between the lines and grasp what the author is trying to convey to the readers.  Summarising is a way of telling in fewer words what the author is trying to express without losing the essence of the entire paragraph or pages.  I have learned to summarise my reports from other authors without losing the crux of what they want to say, besides citing them.
I had an idea on how to summarise, but now I have sharpened this skill to another level thanks to the teachings and guidance of my lecturer. I will continue to use it for all my reports and if I have any doubts I will double check the slides and assignments I did during class.

5- Paraphrasing
According to (Gahan, 2018) paraphrasing is using your own words to express someone else’s ideas. Paraphrasing is a very powerful tool once you master it. The material I was taught about was a PowerPoint in paraphrasing and two exercises to deepen my understanding of the subject as well as videos (Scribrr, 2019). Looking back at this experience I think it was wonderful the knowledge the lecturer had about this subject.  I enjoyed the classwork, I think it was revolutionary because
 I learned certain techniques I did not have previously.  Techniques as, looking for synonyms, starting your paraphrasing at a different point of the sentence, and not looking at the book or paper while you are paraphrasing an author.
I now realised the importance of paraphrasing and citing the author you are paraphrasing. Once I am proficient at paraphrasing, the chances of being accused of copying and/or plagiarism disappears completely.
Paraphrasing is something that I have to practice as much as I can, since it increases my lexicon and the use of linking expressions, making everything that I write be gently attached without losing the coherence of what I want to say at any given time while writing a report.

6- Cover Letter
Writing a cover letter could be one of the most challenging experiences that you may encounter, especially when I did not have any experience in writing one. For me, the most difficult issue was that I never wrote a cover letter in my life. Learning happened in term 2 of academic and employability skills.
I never have written a cover letter in my life.  I learned in this term how to write a cover letter, a sample of a cover letter, a cover letter template, and 2 wonderful videos that I watched and realised how much I’ve been missing out on.  Before this term, I just only used to send résumés to all potential employers.  I have heard about cover letters but I really never paid any attention to write a powerful cover letter to get that job interview. I learned what 2 things employers hate about cover letters. (O’Donnell, 2018). And, How to write a well-written Cover letter. (O’Donnell, 2017).
Previous to this I did not think that writing a well-structured cover letter could get you a job interview. This could be due to how well you sell yourself to potential employers.  I thought that writing a CV to get a job was good enough, but I realised that a well written cover letter is better than a CV according to hiring managers.
Writing a well-structured cover letter will allow hiring teams/managers to browse your work skills swiftly.  Most importantly, I have learned that a well-developed cover letter will set me apart from other potential candidates and get me that job interview that I am looking for. However, I have not yet developed this skill.  I have to hone my writing skills to make my cover letter stand out from the rest.  This means that I cannot take this for granted because I could be missing out on getting the job that I really want.  This knowledge could be useful to me because I could pinpoint all my work experience, as well as, all my skills learned and acquired during all these years in previous jobs.
Because I did not know how to write a cover letter, perhaps I missed out on lots of opportunities. I have learned that you have to tweak your cover letter and not send the same information to all potential employers.  I will now have to think really well to amaze and impress the majority of employers to get the job I really want.
As a next step, I need to sharpen my writing skills, watch videos, and search the web to learn as much as possible to write a cover letter that will stand out from the rest.

7-Conclusion
Reflective writing is one of the most challenging quests that I have ever encountered in my life.  Reminiscing about my past experiences with my time management, referencing, academic writing- summarising and writing a cover letter shows you that there is a world beyond my previous learning.  I have learned to use my time wisely and effectively, thanks to weekly schedules and Eisenhower tables.  In the subject of referencing, I did not know the magnitude of giving an author its due.  Now I know if you do not give proper referencing you could incur plagiarism which is a major University offense that could result in the worst-case scenario you being expelled from the University. Summarising is another way to dodge the dreaded plagiarism.  Last but not least, how to write a well-structured letter to get as many employers as possible to give you that job interview. Reflective writing has helped me to look inward and has made me more humble.  It is not easy to criticise yourself, we tend to think that we are the best at what we do, but reality slaps you and gives you a rude awakening. To conclude, reflective writing is another way of fixing things that we need to improve on, and learning is a never-ending experience that we all should embrace.
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