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Introduction 
My experiences have shaped who I am . But experience alone isn’t enough. So,  I was need to learn from the experiences.                                                                                                                The  Gibbs’ Reflective Cycle is a simple 6 step process to help to reflect on our experiences.
Reflection Model 
The models of reflection help people understand their own thinking and learning strategies.A model of reflection is a structured process that is used to guide personal and situational analysis and improvement.                                                                                                  Is not enough to just have an experience in order to learn. Without to reflect upon this experience ,it may quickly be forgotten.                                                                                                Gibbs’ Reflective Cycle is one of the most famous models of reflection which leading you throug six stages : experience, description, feelings, evaluation, analysis, conclusion and action plan.
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Description: -What happened? Don’t make judgements yet or try to draw conclusions, simply describe.
Feelings: -What were your reactions and feelings? Again don’t move on analysing these yet.
Evaluation: - What was good and bad about the experience? Make value judges
Analysis: -What sense can you make of the situation? Bring in ideas from outside the experience to help you
Conclusions: - What if be concluded, in a general sense, from these experience and the analyses you have undertaken? What can be concluded about your own specific, unique, personal situation or ay of working?
Personal action plan: -What are you going to do differently in this type of situation next time? What steps are you going to take on the basis of what you have learnt?
From my point of view the Gibbs’ Reflective cycle was helped me understand a situation in detail using  helpful questions like: 
What happened?                                                                                                                                       When and where did happen?                                                                                                               Who was present?                                                                                                                                     What did I and what the other people do?                                                                                           What was the outcome of the situation?                                                                                             Why I was there?                                                                                                                                        What I was want to happen? 

I had the chance to evaluate what worked and what didn’t work in the situation.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            


                                                                                                                                                                      Time Management              
Time Management is a process of organizing and planning how to divide your time between some activities. I had learn to allocate time for study,  to use the time effectively, balancing the time requirements of different aspects of my life. Being organised is a tool in time management: To do lists- daily, to do lists- weekly, setting smart goals, review my priorities.     10 steps to good time management: be systematic in your time management, find out your time requirements, clarify how you use your time currently, decide how you want to spend your time , prioritise what is more important, plan what you will do when, do it, keeping to the plan, apply time management techniques, manage distractions, monitor- keep checking it is all working. Good time management allow to complete more things in a shorter period of time.

Academic Writing
Academic writing need to be clear, concise, focussed, structured and is aid the reader’s understanding .Does not require the use of long sentences and complicated vocabulary.         Academic writing is:                                                                                                                                   - Planned and focused:  answers the question and demonstrate the understanding of the subject                                                                                                                                                           - Structured : to be coherent, written in a logical order the subject                                               -Evidenced:  to demonstrate the knowledge of the subject, arguments with evidence             Formal  in tone and style.  The structure and the organisation of the work is important as much as the content. It matters not just what you know but also the way that you organise
Academic writing is more than being professional . Learn how to be and sound professional is going to make your life easier . Academic writing you can get it with some practice . 


CV Writing
The  CV  is a document who shows the qualifications, work experience and the skills of a person. The steps of writing a strong CV are: included your contact information, detail your academic history , list your professional experience , include relevant skills as qualifications , list achievements, add hobbies and interests. CV are valuable and important because they are your first and direct communication with a potential employer. When a employer look at your CV he should be able to understand a clear indication of your experience and your potential. If the CV is disorganised and does not show your key abilities then probably you will be over looked. The format of the CV need to show: quality, clarity, relevancy, usefulness .  
The personal statement need to be brief, clear and concise , should be no longer than three lines, or maybe two to three sentences . In the CV you can include also a sentence about references where you can write “ References available on request “ ( one usually academic and one from previous employer) . 
The CV presentation and formatting need to be with no spelling mistakes , no longer than two pages, bullet points provide key information rather than full sentences. 
Having a good CV was helped me in finding good jobs during the years.

Referencing 
When you are writing a piece of work and use someone else’s words or ideas you must reference them. This mean you need to include detailed information on all sources consulted, both within your text( in – text citations ) and at the end of the work ( reference list or bibliography) . We can avoid plagiarism by summarising , by paraphrasing , by always referencing the sources.
Are two types of citations : in – text citations ( appear at the end of a sentence that is citing) and reference list ( citations give all the information that the reader need to find the source). 
When is write the references we need to ensure that is used the correct dates( author or editor, title, edition, place of the publication , publisher , year of publication). 

Conclusion 
There can be no  doubt that the topics learned in this module reflect on my learning and  was very useful for me .       
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