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Introduction
The "skill for the workplace" course at the University of Wales Trinity Saint David is moving for preparing its students for the 21rst century market. The approach involves focusing not only on content and language, but also on developing higher-level thinking skills and thinking growth. Upon completing the second term in Academic and Employability skills, I was able to benefit from a variety of new things from the class, as well as refresh my memory on things that I already knew. Throughout the progression of this paper, we will analyse and follow Kolb's reflective cycle theory, which empowers students to think objectively and consistently about their interactions in different events, circumstances, and activities.
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Reflective writing
Reflection is a purposeful exercise to evaluate the personal event or own practice/skills/responses to understand and develop experience.
Through reflective journals, which are among the most effective approaches for developing reflective thought skills, learners focus on current learning experiences by keeping a notebook. These journals make it possible for learners to engage more effectively in their learning, which leads to on-going education. (Cengiz and Karataş, 2020) Reflective thinking is a process in which every form of thought or awareness is consciously, continually, and carefully considered; however, different definitions of reflective thinking can appear in various pieces of literature. For instance, recent research shows that holding reflective journals helps learners develop precise knowledge; practices what they have learned; develops their activities by continuously reviewing them; organizes their thoughts; knows what they know, or do not know about the subject; solves problems. Moreover, Gibbs (1988) wisely observes, "It is not sufficient to have an experience to learn." I convey with the sharp author's view. Without reflecting upon different events, and occurring, indeed, the lessons may quickly be forgotten, or their learning can be potentially lost. In conclusion, it is erudite to recognize that only from the feelings and thoughts that reflections, generalizations, or ideas can emerge.


Methods of reflection, Gibbs reflective cycle
Graham Gibbs created Gibbs’ Reflective Process in 1988 to provide a framework for learning from experience. This process offers a structure for the review of events, and because of its cyclical nature, this lends itself exceptionally well to recurring events, helping individuals understand and prepare things that either went well or did not go well. It is a simple model, with reliable starting points, and six distinct levels. It enables your conscious of all the stages you're going through when you're witnessing an occurrence.4

Description of the experience
Feelings and thoughts about the experience
Evaluation of the experience, both good and bad
Analysis to make sense of the situation
Conclusion about what learned and what could have done differently
Action plan for how would deal with similar situations in the future, or sweeping changes might find appropriate (Gibbs, 1988).


(Source: the author)


The decisive element about this model is that it makes you conscious of all the stages you're going through when you're witnessing an occurrence; however, other authors find this model to be a superficial reflection- no relation to, or observing, critical thinking/analysis/assumption from a particular viewpoint (Atkins & Murphy 1993).
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Kolb’s reflective cycle
Another model of reflection that I believe it's worth mentioning is Kolb's.
The reflective form of Kolb is referred to as "experiential learning." Kolb's experiential learning theory operates on two levels: a four-stage learning process and four different learning types. Much of Kolb's philosophy concerns the internal cognitive mechanisms of the learner. The basis for this model is our experience, which is then systematically checked, analysed, and assessed in three phases. The questions you need to ask yourself are: what worked? What failed? Why did the situation arise? Why did others and I behave the way we did? The driving question for this stage comes from the problems at the scene of retrospective observation: what should I have done better or differently? How can I change that? Initially, you're trying to find new ways to cope with problems, and you're talking about tactics while you're facing a similar situation again. Active learning is shown when a person progresses through a period of four stages: (1) having an experiential learning followed by (2) observing and reflecting on that event which leads to (3) the creation of abstract concepts (analysis) and generalizations (conclusions) which are then (4) used to examine the theory in future situations, giving rise to new insights. Once you complete these stages, new skills will form the starting point for another period. (Wroblewski, 2020)6


(Source: the author)



This reflective theory has defined my experience because I learn through personal reflection. Most importantly, I have used and insightfully applied the method to reflect on my academic year's achievements and failures.
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Cover letter writing
Writing a cover letter is one of the writings I found most challenging yet most exciting. With most of the information included on the resume, I experienced challenges deciding on the information to include in the cover letter. Unlike on the resume where all relevant is added, a cover letter required skills to adequately, yet briefly describe one's skills to influence the recipient's favourable decision or action. Reflecting on my cover writing experience using Kolb's model of reflection, I can attest that although I had learned the structure and components included, I lacked adequate expertise and skills in completing the cover letter (Kolb (n.d.)). After writing my initial message, I reviewed and reflected on the overall experience. I compared my writing with the learning in class and global expectations. The review enabled me to create a conclusion and learned from experience. It exposed me both to the expected style and mechanisms applicable in writing cover letters. The learning further gave me a chance to experiment with my experience actively. In improving my skills, I have tried out the learned professions, an aspect that has significantly enhanced the quality and experience in writing cover letters.  According to The New York Times (n.d.), many people lack skills in writing cover letters as too many letters have little impression on the recipients. The article discloses that these letters are written in robotic styles; hence only a few stand out from others. The author points out that a cover letter differentiates two candidates with similar qualifications. Cover letters are, therefore, primary documents, especially when applying for jobs. In making one's cover letter to stand out, The New York Times (n.d.) proposes that one should not stick to a specific template, avoid rehashing the resume, and evade stating the obvious. Moreover, the article offers that one should engage research to ensure familiarity with aspects and projects relating to their prospected opportunities. Assertively, the report reveals people's failures in writing cover letters and proposes measures to improve cover-writing skills.
8

CV writing
As I looked at the weekly study schedule, I saw that we were going to do 'CV research' the following week. The word wasn't new to me because I had previous experience teaching myself how to write a successful CV for job interviews, which I've always been a quite stressful experience for me. The lecturer revealed that a completed CV seeks to attract recruiters and is submitted as a work advertising submission or a potential approach to prospective employers. We were told in detail the importance of writing a productive, successful, and winning CV. To be more precise your CV is your instrument of achievement; it's your sales pitch and probably your only opportunity to sell yourself to a company. Cv's are, in fact, very crucial and relevant because they are the first and maybe only direct contact with a potential employer. According to a national survey of recruitment professionals conducted by the Recruitment & Employment Confederation (REC), 47 per cent said that more than half (50 per cent) of all CVs they provided contained spelling and grammatical errors (The importance of professional CV writing, 2020). Taking possession of your CV and understanding its importance is the first step in creating a large document. Although the content and structure of your CV is what will eventually sell you, it is also essential to pay attention to its graphical presentation, style, and layout. It would initially draw your boss to your CV among a multitude of others. When writing your CV, it is crucial to consider creating for the role you have held for the last years, at least three main bullet points representing your achievements. Using power words in critical phrases such as 'implemented,' 'visionary,' 'succeeded,' 'important,' 'guided,' 'demonstrated,' 'developed' and 'devised.' Include your necessary transferable skills and those that are likely to draw attention. This was one of the most challenging parts about writing a CV because I find it extremely hard to define myself or label the large variety of my transferable skills. However, when I find myself reflecting on this experience overall, I sense it has been remarkably beneficial to me as I feel much more confident about writing my own cv after having the chance to confront myself and my expertise with another highly professional. Moreover, I never really considered there would be so much structure behind the development of a curriculum. Keeping in mind all those precious pieces of advice I acquired from my teacher after this experience, I can now boldly affirm that it will be a stress-less job to write or edit someone CV in the future.9


Swot Analysis
Another topic I find particularly interesting to learn about through the module was how to build a swot analysis. The professor described that the aim of implementing a SWOT analysis is to recognize strengths, reduce weaknesses, take advantage of opportunities, and build a contingency plan that will help reduce the threat (Gürel and Tat, 2017). I immediately found myself very curious about learning this topic because I was looking forward to acquiring a different but equally efficient way to structure goals and skills. By developing a swot analysis and working along with the Personal / Professional Development Plan, I was able to keep an eye on my progression and assess my potential for achieving the desired objectives and establishing strategies to achieve my goals. For instance, by looking back at my first swot analysis I could identify one of my biggest weakness was procrastinating. Owning to this useful tool, I was able to design an organized model with individual bullets point according to my action plan, which enhanced my signs of progress and consequently taught myself to manage my time more efficiently. Apart from the career improvement strategies, I intend to use the Kolb’s Reflective Cycle Theory to enhance my personal goals. This idea helps to incorporate what has been learned in class during terms 1 and 2 and the organization to boost personal goals. For example, experience in planning and decision-making will help me raise standards and interact constructively when these expectations are not fulfilled.
I am seeking to improve my ability to organize activities in such a way to achieve the set guidelines within the limits of the resources available, such as money, time, and labour. This strategy will allow me to establish a series of actions that I required to meet and accomplish those goals. Finally, in terms of workplace strategy, this perspective will assist in laying 10

down realistic plans, and plan timetables for how the goals set can be accomplished.

Conclusion
After the second term of Academic and Employability skills, I have acquired new academic abilities, knowledge, and confidence. Reflecting upon the whole experience, I have gained a tremendous amount of knowledge that can be usefully applied not only to the workplace but also to personal development. It has been an enjoyable experience so far, and I keep looking forward to learning new things throughout my academic journey.
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Concrete Experience-A new encounter or circumstance 
An observation, or a reinterpretation of current experience.


Abstract Conceptualization-reflection is giving rise to a new thought, 
Or a modification of an existing abstract concept (the individual has an abstract concept) 
Learn from their experience).


Successful Experimentation-The learner applies his / her idea(s) to the 
Environment around them to see what's going to happen.


Reflective evaluation of the current experience-specific 
Importance is any contradictions between perception and practise. 
It's understanding.







Description of the event


Feelings about the experience


Evaluation of the experience


Analysis to make sense of the situation


Conclision about what you learned


Action plan 
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