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Introduction 
This is a reflective report in which I will reflect my personal development. I will have as a guidance the Driscoll reflective cycle model (1994). I will analyze the process I went through and the feelings that I had about the topic at that very moment. It is a chance to show my understandings and analysis of the contents that I have been studying and how it will impact the learning and my work. The topics that I will reflect on are: time management, academic writing, CV writing and report writing.

























What?
Time management
       A while ago in term 1 I have learned about time management and different methods to help me manage my time, like 80-20 rule which it states the 20% of my actions counts for 80% of my results. RAC method (record-analyze-change) helped me to record and analyze my daily activities and I found out that I spend way too much time watching tv which later I have change that (DCU Access, 2015)
Academic writing
       Academic writing is a formal, well structured, concise and clear technique of writing used by institutions and academic publications (Library, 2018). I can find academic writing in journals and books with academic subjects. I am expected to write academically when I submit my essays or research papers. 
       About academic writing , I learned that a sentence contains at least a clause and that a clause it consists minimum of a subject and a verb. As well that it must be concise, clear, focused, well structured and backed up by evidence. I find out that a sentence can be simple, compound, complex and complex - compound.
CV writing
      This term I have learned how to properly write a CV. A CV is my official, formal written report that I use to promote myself whenever applying for a job. In a CV I have to describe my skills, work history and performances (How to write a CV in 2020 [Get noticed by employers], 2018)
Report writing
       A report is a structured, organized writing that observe findings, problems and summarises the statistics for a specific group of people and a specific purpose. In a report I must provide analysed evidences and applied to a specific issue. The provided records it must be well structured and organised to make it simpler to locate and follow the details (moodle.uwtsd.ac.uk, n.d.).









So what?
Time management
       The method that suited me it was Eisenhower (1890—1969) method, which is a matrix that helps me to identify the most important and urgent tasks and the ones not important – not urgent ones.
       Before to enroll the college I thought my time management it was really good. I could do my daily jobs around the house, go to work always on time and go out with friends, always being there on time (Top Universities, 2018) . Only after enrolling the college I have realized that I started leaving things behind and I had difficulties completing different tasks. 
       I started not having enough time for everything and  postponing tasks. Short after, Covid-19 wave have hit the country and everything have been put under lockdown. I had now to plan my groceries shopping as I had to wait in a que for over 30 min. I found it even more difficult trying to do my daily tasks, like going to work, shopping, attend the classes and do the daily jobs around the house. However, after applying  the Eisenhower method, I found it very efficient.
Academic writing
Before this lecture I did not knew how to write academically, my sentences were too short or overlong. I actually never used to write academically. 
       Academic writing helped me to analyse, express understanding and think critically, which lead to acquire a new skill, which is to think critically. At the beginning of the class I was confused as I never used to write academically and it was quite difficult to not write in the first person and I learned that the point of view of the first person in academic writing is not accepted as is considered to be informal and weaken the writers credibility.  But instead, as an alternative, is used the third person as the ‘’voice’’ (A Research Guide for Students, 2018)
        I have learned as well, that even when I use the third person pronouns in a prose, the reader might get confused if I use such pronouns at a beginning of a sentence. One common idea is to substitute the pronoun with a noun, explicitly defining what is being spoken about.







CV writing
       I have learned that adding my address in a CV is optional, before to take this class I thought that is mandatory, it used to be mandatory a while ago, but now I just have to add my city and county. 
       It has been explained to me that adding my name, email address and contact number are essential but as well it must be added social media (if applicable) like skype or twitter but not facebook as this is too informal, all of them I have to add them at the top of the page. I did not took in consideration to include social media in a CV  before this class (moodle.uwtsd.ac.uk, n.d.)
       When listing my work history I have to list them in a reverse chronological order because the last job I had is the most important one to the employer. When adding my work history I have to state my job role, the employer and the dates that I have been working for that specific company and responsibilities.
       I have been thought how to do personal statements and that they have to be clear, clear and concise and that it does not have to be longer than three lines or three sentences and if I use any, I have to support what I am saying with evidences. Eg: I am a professional and effective automotive system designer with an HND in mechanical engineering, and five years of experience. I have been working in a variety of laboratories managing vehicles-based research and mentoring technicians for development. I am confident in managing and running new technology from briefing to signing. Currently looking for a job that complements my skills and experience. Available immediately.
       If I am applying for more jobs, then I have to tailor my cv to every job I am applying for, trying to highlight different skills that match for that specific job.

Report writing
When writing a report I can forward details, discuss different point of views, attain conclusion related to significance of the details addressed and I can give recommendations for actions. Usually, the writing style of a report is less interpretive than in an article with a more simpler and less use of words.
        Writing an ideal report document will show my capability of understanding the material structure in a rational and consistent order, and ability of making valid findings which are backed by facts and analysis as well to give realistic advice where possible. 



Now what?
Time management
       I started to prioritize my tasks as being important – urgent and not important – not urgent. After separating tasks, I started working immediately on urgent and important tasks which I have finished them in a few days. Important but not urgent ones I have done them after I finished with important and urgent. The tasks neither urgent nor important I have done them in my spear time or eliminated them totally.
       Prioritizing the tasks that way I managed to complete the most important ones and step by step I have done them all. I consider Eisenhower method especially useful because it makes me to question if an action is really necessary, and if is not then I am more likely to transfer that task to the ‘’delete’’ quadrant and not to repeat them again. What I found amazing about this matrix is that it can be used for broad plans eg ‘’how/what do I have to do this week’’ and daily small plans ‘’what I have to do today’’. I am still using this method twice a week now, to complete my tasks.
Academic writing
I know now how to write and recognise an essay, an research paper or an academic journal. I use a simple and clear vocabulary and I do select the words for their accuracy. Sometimes I use a thesaurus because is a helpful resource for helping me find the best words to explain the issue. I start planning, before writing a paper, so it will be logical and structured. I do sketches because it will not only help me articulate my ideas but will also make me conscious of those thematic relationships between topics. This will allow me to assess the appropriate details to include in my paper. I learnt how to use a formal tone and to not use slang words or abbreviations or too many clichés. 
       I learnt that the point of view in the third person as the focus of academic writing is to educate on the facts, not on opinion. Deductive reasoning is a major part of my academic writing because my readers will follow the course which has taken me to my conclusion. I am aware that my academic writing is not perfect, but with practice comes perfection.

CV writing
       I am so grateful for this lecture as I always had problems writing CV. I tried looking online to find an appropriate cv to follow, but I could not understand. Now, after this lecture, I can write a decent CV, not perfect, but is a huge progress for me as I am looking back at my old CV. I am still trying to update my CV and to improve it. I am, now, quite confident to upload my CV to any company and I know that my chances with a good CV of finding a job, increases exponentially.  


Report writing
       At university report writing is regularly viewed deceptively easy. All I have to do is to make sure that I comply with the required report structure and write concisely and clear. A report have be effortless to read, but this not means is easy to write. It takes time to write concisely and clear, I have to find out what my target audience needs to read and to make sure that I write essential details.
       When writing a report, I have to begin with a plan and ask my self first, who am I writing to, what is the context and what facts and information do I have. I have to plan, by means of gather, process and evaluate the information. I would make note of all the applicable information I have, and make sure of the validity. Evaluate, so I can logically include it into a report structure.  
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