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The aim of this reflection in the report, is to express with my words as a reflect report of everything I have studied in the university and where I found my weaknesses and strengths so that I can improve and understand my life and other life at Workplace and not only, to understand the difference between study and experience following a current experience, to find the correlation between knowledge and practice.

The beginning of university life was like a play, leaving from the premise of knowing absolutely everything, maybe I'm just getting a little something to recreate myself, but, I began to realize that I actually needed to improve absolutely everything about myself, leaving from the kindness that I already have, to assimilate what I miss completely.


Learning about academic and employability skills, I lived an experience of self-discovery about what I miss and what I have to improve in my personal life as a professional life.


In The first and second trimester, I learned different stage of types of communication, such as:


Verbal communication, like example:

· I learned to “been open”, I learn to develop a good communicator, encouraging an open environment by being approachable and friendly with an open mind, in special in classroom and in workplace. Like example, I was been struggled to adapt myself in new format of classroom, with new colleagues, with new lectures, with new task what I need to develop for the new assessment in the end of the course. 

· I learned to “listen” and understand, not only just hear when another person is talking with me. My language being different, it was very difficult for me to catch the true meaning of the words, but this was not impossible, it was very hard to learn an open academic way, in a different environment.

· I had learned to listen to them and reflect on what they say if I want to understand and give them the real feedback.

· I learn to choose the “right format” - there’s a time and a place for everything, including each communication medium and especially in the more formal environments of the workplace applied for me.

· I learned starting with my “resume”, showing how can I communicate effectively begins with writing my resume and cover letter perfectly, helping me to improve my understanding when I need to show and presents my workplace skills. It was the newest and most interesting experience in the classroom, explained by the teacher, because he learned a fair and academic application in life, to understand how to present us.

· I learned to “make friends” with different type of culture, religions, type of view. All because of Academic skills, because we learn a good way to react and develop a friendship in the team

· I learned to be “confident” and honest in university life and workplace. With all the cultural and linguistic difference, I have been taught that I can be strong.

· I learned to “accept the difference”, feeling alone, but still present in the classroom, between different types of nationalities.

· I learned to “accept feedback” and give constructive feedback, by accepting what we are, human beings entering a stage of evolution 

· I learned to have “open mind” and “give/receive respect” and “empathy”. In this university stage, we learn how to give the form of our feelings as a result of assimilations of knowledge, how to form an intellectual empathy


The university life and workplace was like in the Tuckman theory, -forming-storming- norming -performing, applying at me in all the academic skills, in classroom with the new colleagues and lecturer.


In academic Non-Verbal Communication I was learning about:


Body languages


In academic skills, like body language, I learned, how my posture bring my face to the same level as the other person and I should be relaxed, not fidgety and impatient and it’s important that I will adopt an ‘open’ stance, showing the person that I want to be there in front of my friends or employer. I had the opportunity to experience these academic skills in the presentation in front of the classroom


Eye contact


I was learning about non-verbal communication, eye contact with audiences (friends, colleagues) increases the speaker's credibility. Somebody who make eye contact open the flow of communication and convey interest, respect, and credibility. Happening to me when I had oral presentation in classroom, when I spoke about “report writing” and I was very confident in the end.


Facial expression


It expresses the type of emotions or feelings as joy, love, interest, sadness, anger, grief, confusion, enthusiasm, fear, surprise hatred and uncertainty. I finally do not know what to say, because I cannot see myself when I present something, I should have a lot of exercise in the mirror, I cannot say with certainty something real, but I think I need this academic skill, because it can complicate me with the rest of academic skills. Any way “Smiling is contagious”

Touch


I was learning by touching, one can express a wide range of emotions, like love, friendliness, respect, however, the accepted modes of touch vary depending on the gender, age, religion, intimacy, and cultural background of the persons. This type of academic skill depends on the injuring and acceptance of certain people at different times

Conclusion

To improve my non-verbal skills, I need to record myself by speaking on videotape, or to have oral speaking and express body language in front of the mirror. Then I will ask a colleagues or friends to suggest refinements and suggestions


Written communication


The written communication is the most important, I discovered in the university that the written communication must be clear, concise, easy to read, easy to understand, with a strong message, what I knew about myself before the university now was disbanded completely, I beginning at nothing, I learned how to write and why, exercise in class proved to me that I am always good,  "I have some problems with grammar and language " But I will self-surpass in time, I have help from my university lecture all the times

And most importantly-Team management, this helped me understand the skeleton or the code of assembly of my time professional, such as:

To be specific, to define what I want

To understand that there is a measurable time from desire to action

To understand that there is a time from action to achievable

To understand how I can be quite realistic about the shortcomings and the acquired pluses

And all the understanding of time is a profound professional achievement acquired and understood during the second trimester in the University life study.


What I learned about Time management is like a reflection in time line to make me or bring me the understanding about all the ability which can I use in work place, in my life, all the ability can I learn/add/use to improve my life. I learned to take advantage how to manage my time, my goals, to setting all the deadlines, to spend the right time in the right activity, and also the disadvantage of the time management is in my area of life when I will be in the first fall, which bring an impact on the others areas and sometimes it lead me to non-clear objectives, or creating confusion.


At the beginning of the first trimester I was learning about analytical skills, analysis skills relate to the ability to collect and analysis information, to how to solve my problems, and to how to make decisions. These strengths can help me solve problems and improve my productivity and global success and improve personal life in all aspects.


Example of analytic skills what I was learning an applied in workplace and life, they are:

· Data analysis

· Efficient problems solving

· Creative thinking

· Organization

· Reporting

· Effective research


I learned about analytical skills, how to collect data, interpret them, seek to solve the problems that arise, learn to be creative, be a good organizer, make a report of what I discovered following a thorough search, make the decisions accurate purpose.

In another step of learning in university was about Gibbs' reflective cycle which encourages me to think systematically about the phases of an experience or activity, and I should use all the headings to structure my reflection. 


In this session I can reflect what I must do, what I must write, what feelings I develop, and how I have to act.
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In this session that I learned in university starts from a new experience or situation, or a reinterpretation of existing or old experience teaches me to I observe, reflecting on a new experience, of particular importance that represents any inconsistencies between experience and understanding. In active experimentation-I learn how to apply my idea (ideas) to the world around me to see what is happening.
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This cycle of Kolb's leads to observation and reflection on that experience, such as in university life, personal life, or workplace, which leads to the formation of abstract concepts (analysis) and generalizations (conclusions) that are then used for the testing of assumptions in future situations, leading to new experiences, applicable at any time, like for example, I go to university or workplace (having experience), I reflected about this experience (learning) I learn from this experience (updating myself), I know what I do in my future (active experimentation)


This cycle of Driscoll model of reflection teaches us how to develop three questions, “What”- “So what”- “Now what”, are simple stuff, but with a profound resonance applied especially in all aspects of my life, for example,  "What " is like a question Personally, why am I going to university, why I have to see the same colleagues and teachers, what I can see in these matters and situations, what I can learn, or another example is  "So what ", is understanding the context, how I feel, are some problems with what I feel for my colleagues or for teachers or even for workplace, has changed something!, become more positive!, and now follows the final question in Driscoll's cycle,  "Now what ", as a reflection of what I have to do in the future, what I have learned, what skills I need, I have to act, I have to cope, this I have learned and experience in my new internship, both in University life and in workplace
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In all this reflection session I proposed to do a SWOT analysis, I came to the conclusion that I developed enough strengths, that I can take a lot more opportunities, that I know my weaknesses, and I can face the threats
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Reflected summary


With all these academic standards, the way our teachers teach us, is an open one, the problem is how open we can be as students and how we can or can find a way to use these academic skills, to be applicable 100% in university life and work life, I expect a better improvement to this end of academic year and a clearer way of understanding and not least a better balance in my SWOT analysis. I expect a better improvement and understanding from our teachers, because we are at a point where we begin to learn, like newborn, something wonderful what is called “Academic skills”
Reference:

[online]Available from:

Southampton Solent University, 2013. Reflective Thinking and Learning. Available:
http://mycourse.solent.ac.uk/mod/book/tool/print/index.php?id=2732#ch1103. Last Accessed 01 May, 2013

[online]Available from:

Higher Education Academy, 2009. Reflective Learning. Available: http://www.heacademy.ac.uk/hlst/resources/a-zdirectory/reflectivelearning. Last Accessed 01 May, 2013.

[online]Available from:
https://www.indeed.com/career-advice/resumes-cover-letters/analytical-skills
[online]Available from:

Higher Education Academy, 2009. Reflective Learning. Available: http://www.heacademy.ac.uk/hlst/resources/a-zdirectory/reflectivelearning. Last Accessed 01 May, 2013.

Peter Morgan, (2017) The Business Student’s Guide to Study and Employability, page 49-68, 179-201, 68-93, [online] Available from: https://study.sagepub.com/morgan.

Andrew Maund/Michaela Schriek/Paul K. Tinkler [2017] Certificate in Higher Education: Skills for the Workplace Student Yearbook, page 45-67, 67-87.

Appendix:
[image: image5.png]LONDON BMSW4001

In-class exercise 1: Cover letter writing

% Trinity Saint David Academic and Employability Skills (ACE) — term 2
&

Student Name: A/ LENE T oL A-LEXAAKIR L Student ID: /4”/\-7%793

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
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Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.
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SCORE: 5=Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor

Topic: \ %p.d 7 S | N‘ “r. g7 5.4 3 1|  Comments
DELIVERY ‘ ..
The presenter delivered the material in a clear and structured manner O B\ = m
The presenter was knowledgeable about the topic and any related issues m] El & 0| O
 The presenter maintained my interest during the entire presentation O & O 20 0
The presenter was enthusiastic about the topic 0 V| oo
The presenter was well organised and prepared O N\\ [ A
Eye contact was maintained O a\\ e E
Body language was appropriate O| e _H_\\_H_ [
Time for presentation used effectively O _H_\\.m\ O | O
The presenter was able to present the material without excessive dependence on notes | [ .Nb\D O, a
The volume was appropriate O | & 0«81 0
The presenter spoke clearly O| O O d @b&
The pace of speech was natural O 0 (R o 8 N wﬁ%%
There was a clear introduction O il B E
There was a clear conclusion | a E\ OB | O
CONTENT , . .
The topic was interesting R e e =
The presentation was concise and informative 0 B O e ,
The presentation contained good examples O O \\N\ O 0 &Aﬂf\ﬂfw\o OG(r\m% g\.\%
Content was relevant to the topic B m\\ s R =
Relevance to the module Bl gD
it
OVERALL PREPARATION 0| &{o|o| ol LECTURER: PLEASE SIGN AND
e ——— ‘ : DATE IN THIS BOX TO CONFIRM
POINTS AVAILABLE 100 COMPLETION OF TYE INTERVIERV.
POINTS EARNED ___
GRADE 79 %

Please note the above grade is for general feedback purposes only; you still need to reflect on this presentation in your written assignment affd attach the scan of
this page as an appendix.
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