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[bookmark: _Toc78977055]Overview 
Reflection is one of the most important aspects of learning which allows one to critically explore a learning experience towards enhancing their learning out of the experience. Reflection allows the learners to step back from the learning experience and to analyse what they have learnt as well as how far they have come in the process of learning which enables them to develop critical thinking skills while improving on their performance in future (Moon, 2004). In this report, I will make use of Gibbs’ model of reflection to reflect upon my learning on the BMSW4001 module whilst focusing on the topics of summarizing, paraphrasing, CV writing as well as cover letter writing. 
Gibbs’ model is one of the most famous and most used models of reflection. Gibbs’ model is made of six stages in which one makes use of experience to reflect upon an experience and learn from it effectively. The model was developed by Graham Gibbs in the year 1988 with an aim of providing learning with some form of structure (Gibbs, 1988). It is cyclic in nature, therefore offering the individuals a great way to explore the aspects of the experience which went well and the aspects of the experience which did not go well towards learning from it. The first stage of this model is description which is followed by feelings during the experience, the third step of the reflection process is evaluation which is followed by analysis then conclusion and the last step is action plan. The stages are shown below: 
[image: Gibbs Reflective cycle | Crowe Associates]


[bookmark: _Toc78977056]Cover letter writing 
Description
This module provided me with an opportunity to learn on the various aspects of cover letter writing. Under cover letter writing topic, I learnt on what a cover letter is and the elements which should be included in the cover letter such as an introduction to you, what you can do for the organization, selling yourself and the closing paragraph to the cover letter. It is under cover letter where we also went through the various job-descriptions and the cover letter formats. 
Feelings 
Before learning cover letter writing, I was feeling that I am very knowledgeable on the various aspects of cover letter writing. As I learnt from this module, I have discovered very new and important aspects of cover letter writing. Looking back, I now feel that there are many aspects of cover letter writing which I need to learn to be able to come up with very effective and job winning cover letters to accompany my CV. 
Evaluation 
Generally, learning on cover letter writing went so well, however, there are few negatives which came with learning on cover letter writing. Learning what a cover letter is and the various elements which should be included in the cover letter writing such as introduction and selling yourself. However, it did not go so well while learning on the closing paragraph. 
Analysis 
In this module I learnt about the various aspects of cover letter writing. On the topic of cover letter writing, I learnt what a cover letter is. According to Morgan (2016), a cover letter is described as a professional letter in business which gives an employer an introduction which accompanies the CV. It is written as an introduction to the CV and is usually accompanied with the CV. I also learnt what a covering letter is. I also learnt about the elements which should be included in the cover letter. According to Morgan (2017) one should include various elements which make up a good cover letter. One of these elements is the introduction to oneself where one introduces his or her information, the goals, the position one is applying for and how he or she learnt about the opportunity. The other element is selling yourself, where one gets to describe the job experiences, the skills, abilities among other aspects of the job. The third paragraph is where one describes what he or she can do for the company and the last paragraph of a good cover letter is call to action. 
Conclusion 
Learning on cover letter writing have been one of the most interesting areas of learning in this module where I learnt on important aspects of cover letter writing such as the elements which should be included in the cover letter such as an introduction to you, what you can do for the organization, selling yourself and the closing paragraph to the cover letter. However, I think that I would have done better if I had practiced more regularly on writing cover writing. 
Action plan
With this learning, I need to ensure that I work on producing the best cover letters while looking for a job. To do this, I need to research and read further on the class materials and other materials which can guide me towards producing a great cover letter. I also need to practice more regularly on cover letter writing and seek guidance from my mentor. 
CV writing
Description 
Under this module, I also learnt on the various aspects of CV writing. Under CV writing, I learnt what a CV is, how to write a CV, how to brand myself and what I should include or exclude in the CV. This generally added up on my learning on how I can come up with a good CV. 
Feelings 
Learning how to write a CV is also one of the best parts which I enjoyed most whilst learning on this module. Before learning this module, I had some knowledge of CV writing and had written some CVs before. However, learning on this module has greatly opened my eyes and there is a lot which I need to learn when it comes to CV writing. 
Evaluation 
Generally, learning on CV writing went so well, however, there are some parts which I enjoyed most as compared to the rest. The part which went so well while learning CV writing was on the aspects of how to brand myself as I was interested in this area of learning. However, learning about the references which are included in CV writing did not go very well with me. 
Analysis 
Some research on this behavior produced very interesting insights. According to Harackiewicz et al. (2016) being interested in a topic brings about great motivation as well as energy towards the learning process while guiding the academic as well as career trajectories. In this module, I learnt about the various aspects of writing a CV. It is here where I learnt what a CV is. According to Maund et al. (2017), a CV is understood as a document which is written with an aim of convincing an employer in such a way that you are worthy for them to offer you the job opportunity or the chance to move through the formal process of selection basing on your skills, educational qualifications, work experience and other strengths. Morgan (2017) also highlights that creating your brand is also an important aspect of CV writing and the personal brand is made up of your own skills, knowledge, attributes among other things. It is here where I learnt the important elements which I should always include while writing a good CV. I learnt that a good CV is made up of personal contact details such as name, the email, the phone numbers, postal address, social media profile and other personal contacts. I also learnt that a good CV should include a personal statement which is brief, clear, and concise as well as educational qualifications. Maund et al. (2017), provides that a good CV should also be made up of one’s work experience, additional responsibilities as well as hobbies and interests. I learnt that references should also be included in a good CV and their consent must be sought first. 
Conclusion 
In summary, this module allowed me to learn on particularly important elements related to CV writing such as what a CV is, how to write a CV, how to brand myself and what I should include or exclude in the CV. I think that I would have been in a better place to learn best on the various aspects of CV writing if I had taken a step to ensure that I read before the class. According to Ainley (2006), reading ahead of the class puts one at a better place to learn better and more effectively in class.
Action plan
If I come through such a learning experience in future, I will not only ensure that I read ahead of the lecturer, but I will also ensure that I practice regularly and revise regularly on the reading towards getting deeper insights over the topic. 
Summarizing
Description 
I also learnt on the various aspects of summarizing where I learnt on what a summary is the importance of summarizing and the techniques used for summarizing among other elements of summarizing. 
Feelings 
Before learning about summarizing, I had some knowledge on what summarizing is. However, I always got confused about the differences which exist between summarizing and paraphrasing and on some occasions, I would paraphrase instead of summarizing and vice versa. Looking back, I now feel very confident over my understanding of summarizing, and I now fully understand the difference which exists between summarizing and paraphrasing. 
Evaluation 
I think that generally, learning through the various aspects of summarizing went so well. The part which went very well from my view was learning the various techniques used in summarizing. However, it did not go well getting to understand what summarizing is as I would confuse it in most of the occasions with paraphrasing.
Analysis 
In this I learnt what summarizing is, the importance of summarizing as well as the techniques which are used in the process of summarizing. According to Greetham (2013) a summary is brief description which describes the main ideas of a text, a lecture, a book, a passage, or any other source of information. The ideas of other people are usually summarized in our own work. Bailey (2011) provides that summarizing allows the students to focus on the most relevant information in their work and to leave out the irrelevant information. Some of the most used techniques in summarizing include identifying the key ideas in a text, writing down notes on the key ideas, organizing the important ideas in a logical order then linking the important information in a concise manner. I learnt that a summary should be well structured, clear, and cited very well.
Conclusion
In summary, from the module, I learnt how to summarize effectively towards my academic success with a good understanding of the various techniques which I can make use of to effectively come up with a good summary. However, I feel that I would have done better if I had sought guidance from an expert on how to summarize best. 
Action plan
Based on this learning, I should read further on how best to summarize and work to ensure that I practice regularly on producing a good summary so that I can succeed in my academic work. I should also seek guidance from my tutors on how I can come up with the best summary. 
Paraphrasing 
Description 
[bookmark: _Toc78977060]Under the module I also learnt on what paraphrasing is, the importance of paraphrasing as well as the techniques used in paraphrasing. I also learnt the difference between summarizing and paraphrasing.
Conclusion 
This module has provided me with broad knowledge of the various employability and academic skills which have allowed me to be well set for my academic and employment success. This experience has been one of the most memorable experiences this semester. From this module, I learnt on the various aspects of paraphrasing, summarizing, CV writing and cover letter writing. Looking back at my learning experience in the BMSW001 module, I think that I should have done better by reading ahead of the lecturer while learning these academic as well as employability skills. According to Kuther (2019) reading ahead of the lecture is important as it allows one to understand the structure, contents, and the organization of the lecture beforehand while allowing one to understand the relevant and the irrelevant aspects of the learning towards knowing where to focus on. 
[bookmark: _Toc78977061]Action plan
The next time I come through such an experience again, I will ensure that I read before the lecture to grasp the structure, contents, and the organization of the lecture beforehand as well as to understand which areas of the lecture are important and which areas are not important so that I can focus on the most important aspects of the learning during the learning process. I will also revise more after the lecture to gain a deeper understanding of the concepts from the learning experience. From this learning, I have realized that these skills are very important for success in not only my class work but also in my employment and I will read further to get a broad understanding of these skills. I will also work on practicing these skills such as practicing on how to paraphrase, to summarize, to come up with a good CV and to come up with a good cover letter to make my academic and employability skills better. 
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