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1. INTRODUCTION

The study had two objectives: first, to write a reflection journal report which was effective in encouraging self-reflect and learning, and the second, is a PowerPoint presentation. Students remarked on both process and the content of their learning, including a critical analysis of learning experiences, learning methodologies, and summaries of what they had learned, according to the textual content. 

Self-reflection allows students to learn about their own experiences and their learning preferences, as well as thinking critically about what they've learned. It's also a great resource for lecturers since it allows them to check if their teaching was effective. As a result, in this essay, I will briefly talk about self-reflection. (The Open University, 2022)
I would like to take the opportunity, to express my understanding and knowledge which I received while attending the University of (Wales Trinity Saint David) at Winchester House. Furthermore, I will briefly explain the importance of 3 topics, which I have learned while attending the classes on weekends. 
The topic I will be mentioning in this essay is the importance of time management, CV writing & cover letter. However, this will be a brief definition of my understanding and knowledge of why it is important to use these topics in my day-to-day lifestyle and possible to use them in my work life as well. I believe that learning this from my lecturer who explained each topic in full detail and precision, allowed me to use this in my work-life routine. This has had made a massive impact and improvement as an individual.
2. IMPORTANCE OF REFLECTION

Reflection is important because it allows you to self-reflect on your own emotions, feelings, ideas, and behaviors, such as going back to how you adapt your daily routine by making little changes as needed. Everyone who self-reflects spends most of their time considering where they can improve or on how they can progress their daily lives by be more organize. Instead of doing things the same way you've always done them, reflecting allows you to fine-tune your abilities and assess their efficacy. Although it may appear difficult at first, or even selfish or embarrassing because it does not come easily, self-reflection is vital. It will become simpler with practice, and the ultimate result may be a happier, more efficient. It is about assessing what you do and why you do it constructively, and then determining whether there is a better or more efficient way to do it in the future. (Stanchfield, 2013)
This is a skill I didn't realize I have until I attended the weekend seminars; it benefited me in pondering and articulating my inner reflection and realizing what may have been better and how I would handle any situation that might happen. Looking in the mirror and describing what you see might aid with self-reflection. It's a method for assessing yourself, your work habits, and your study methods. 'Reflection,' simply described, is the act of thinking about something. Reflecting on and writing self-reflective essays is becoming a more significant part of any type of study or learning. This is an excellent example of my timely completion of essays and a PowerPoint presentation. However, I must remind myself to submit the essay and PowerPoint on time, as well as to clarify whether any changes are necessary, to avoid missing the deadline.

2.1. DRISCOLL’S REFLECTION MODEL

In addition to my studies, we were taught about reflection models and how to apply them in our evaluations, as well as how to choose one that would utilise and follow the structure of the reflection framework. Our lecturer displayed three various types of reflection models for us to consider: Gibb's reflection cycle, Kolb's experience learning cycle, and Driscoll's model. As you may have observed from reading my reflective report, I chose Driscoll's model since it was a safer and easier choice that allows me to articulate my sentiments and emotions effectively. Driscoll's model, for example, has a basic form; it begins as (What, so what, and now what). These are the three steps you must do before you can write an essay or an evaluation. It was tough for me to follow the three phases; however, from now on, I would organize, brainstorm, and be well prepared, rather than doing everything at the last minute. (Janse, 2022)
3. TIME MANAGEMENT
Time management is the purposeful effort to spend a certain amount of time to complete a task efficiently. Furthermore, productivity is the primary goal here. The more productive the effort, the better the results. Also, time management dictates a careful balancing of professional life, social life, and any other interests or activities. Time management is essential in academia. Students have a lot of material to learn, so time management is essential. You'll have a better understanding of what you need to achieve and how long each job should take if you learn to block time out of your day for all your critical duties. When you stick to a timetable, you'll probably spend less time determining what to work on or delaying and more time getting down to business. Time management may assist you in focusing on only the most important activities at hand and avoiding time-consuming distractions. (What Is Time Management?: Working Smarter to Enhance Productivity, 2022)
In addition to my further studies, we were taught time management at uwtsd, I will briefly explain this in a few words as I am studying this Moodle. First and foremost, I was surprised at how important time management is, at first, I was finding it a little hard to digest. As I thought I was doing time management my whole life. While studying this topic, I realized that what I was doing was completely incorrect; time management does not only imply managing your time, but it also enables us to be more organized and prepared. After some thought and consideration, I will be more prepared and organize my day-to-day work and personal life to make it better and, if necessary, make changes. Time management is a skill that can be learned and used to make life less stressful and more productive.
4. CV WRITING
I was very amazed by this topic as it was very interesting, on the last of our first term. Whereas it showed me a bigger picture of why cv writing is essential. This is because cv writing is a personal resume where you will be sending your cv to many employers who are advertising for various types of job roles. While learning about cv writing, how to improve and structure your cv properly so it looks simple for an employer to consider your application. So, what I will take from this lesson is to go back restructure my cv and shorten my statement, and possibly try to change a few pointers and bullet points on my work history so it looks more appealing and professional. I will also send my CV to my colleagues to get feedback on how to improve or if any spelling grammar needs to change. (What Is a CV? Curriculum Vitae Definition and Examples, 2022)
5. COVER LETTER
While learning his topic in class our lecturer covered the bases of a cover letter. As to my understanding of a cover letter, it is a letter that accompanies and introduces your résumé or curriculum vitae. It explains, about your past experiences, qualifications, and personal qualities, whereas it allows the reader to see if you are right person for the job. While a CV on its own simply shows what you have done, the cover letter highlights and expands on the things you have done that are relevant to the job. It is in effect a guide to the 'best bits of your CV. The employers read your cover letter first which is very important. If the company dislike, they may not even look at your CV, no matter how professional your cv is. In this modern-day of age, most employers don’t ask for a cover letters as all your experience is on your CV and they look at the lacework experience you have and your knowledge. What I would additionally is that to update my cover letter, probably make some changes add a few paragraphs to express my interest in other types of jobs that may require a cover letter with your CV. (Kagan, 2022)
6. PRESENTATION
My presentation was all about civil service jobs, at first it took me time to present in front of the whole classroom. However, after a long time of rational thinking and speaking to my lecturer, it gave me self-confidence and some idea to think about what I was going to present. As an individual who works Monday to Friday, I found it very challenging to manage my time by doing any classwork from home or my presentation. It took me a few hours and days to brainstorm and put my ideas on paper, then on PowerPoint. 
In addition, I forwarded my work to my lecturer who kindly previewed my work and took the time and gave me feedback on what I needed to change and submit my work. On the day of the presentation, I was pleased that I was able to communicate with the audience and make them understand what civil service jobs is and how or where you can go to apply for a government-based job. I was utmost pleased with how I presented my presentation to the class; it allowed my other fellow students to boost their confidence to go presenting their presentation. 
What I would do next differently on my following presentations, is that by making sure I am totally organized, with reasonable time and brainstorming ideas with appropriate notes to hand. Also be mindful of the time management of when the presentation needs to be completed and forwarded to the lecturer for feedback if any chances are required. 
7. CONCULSION

The moral of my conclusion is that I will incorporate these fundamental components of theories into my daily life. Since I have studied at the uwtsd this has shown me the wider picture and its significance of the theme. It has enabled me to comprehend and expound on how to use them, notably at work. Furthermore, it has given me greater confidence in using these resources at work, and I can state that my work has improved up to standards. 
It has helped me grow as a person psychologically, and it has helped me to express my emotions and sentiments constructively. As a person, I can claim that I am completely confident, that I am comfortable maintaining these practices, and that I can share my knowledge and experiences with others around me. The institution has provided me with a structural plan that will allow me to make better use of these themes.
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