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[bookmark: _Toc48286857]Introduction 
Reflection is among the most effective methods which help an individual to learn from experiences. Here, I will reflect on the experience which I had in the class and completing the tasks. To reflect appropriately there is no alternative of using an appropriate reflective model. I will use “Gibbs reflective cycle” to reflect on my experience and focus on the topic discussed topic in the class activities. The topic which is will be discussed in this reflective reports are paraphrasing, summarising, cover letter, referencing and CV writing. Published literature relating to the topics will also be analysed here. 
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[bookmark: _Toc48286859]Paraphrasing
Paraphrasing is important in term of using others idea to complete a task so that it can be clear to the reader. As per Tan (2016) paraphrasing helps to express the meanings of something in other words. It is important in term of avoiding plagiarism. The student who can paraphrase effectively can clarify the thoughts which the student wants to express. 
Before starting the class, my knowledge about paraphrasing was little as I struggle before to paraphrase effectively. For that, it was very important for me to learn how to paraphrase effectively. For example, I develop a plan to take a class note after every class but I was not able to do so effectively because of the inability to paraphrase effectively. 
As I face a problem in term of paraphrasing in the past and for that I like the class in which it was discussed very much. There are things in the class which helps me to learn about paraphrasing in the class (Jasper, 2013). This includes the reason to paraphrase, the methods which can be used to paraphrase effectively etc. These are the reason for which I like the class when it was discussed. 
I understand the topic very clearly. This was because of the reason that I attend the class and become attentive in the class and also the teacher explains it very clearly. The attempt which I make in-home to paraphrase effectively helps me to understand the topic. I like the factors that I now can paraphrase effectively and I think that it will help me in my future. 
Learning about paraphrasing was very important and useful for me. I know that it will help me to clear my thoughts. For example, while I was conducting task 1 of this module, I had to write about the skills which I have. There I found out that I have communication skill. I analysed the importance of communication skills using different sources and there I had to use the lesson which I have learned about paraphrasing. 
[bookmark: _Toc48286860]Summarising 
Summarising helps to point out the most important ideas and ignore unnecessary information. As a student, I had to take ideas from the literature and there I had to summarise things to ensure that I express my feelings effectively. Koutra, Kang, Vreeken and Faloutsos (2015) point out that, a student must need to have the skill of summarising as it will help the student to present important information. 
Before I attend the class about summarising, I had knowledge about the topic. But I knew that there are things in which I had to develop my skills. For example, there was an occasion when I was not able to paraphrase effectively and for that, I failed to clear my thoughts effectively. I saw the class as an opportunity to improve my summarising ability. Because of this, I like the class where it was discussed. There I learned how to summarise effectively and at the same time how to pick the most appropriate information. These were the factors which made me like the class. 
I understand the topic very clearly because the teacher explained it in the class very clearly and I had knowledge about the topic. I researched about the topic at home so that I can summarise effectively and this also helps me to understand the topic very clearly. The knowledge which I gather and how it will help me to clear my thoughts is the factors which I like most about the topic (Paige-Smith and Craft, 2011). Understanding the topic was very easy for me because I knew about this before starting the class. For example in task 1, I analysed about the strengths which I have. There I used this knowledge as I only include the important information and left out other unnecessary information. 
[bookmark: _Toc48286861]Cover letter 
Providing information to others is important in term of informing others about the skills and experience which an individual has. As per Borchardt (2014), the cover letter is important to get a good job as it informs the employers about the skills which an individual has. As I have the goal to enter into a job after finishing my study, the knowledge about a cover letter is important for me. 
I did not have much knowledge about the cover letter before starting the class. For this, I wanted to know about this topic and the class activity in which I participated gave me that chance. I like the class in which the topic was discussed. There are different reason for which I like the class where this topic was discussed. This class helps me to learn about different factors like, what a cover letter is, what the contents of it are, what the uses of it are and how to write an effective cover letter. There I understood that to get a good job in the future I had to write an effective cover letter. As I learn all these factors from that class, I like the class very much. 
My understanding of about the topic improved because of the class in which I took part and the research which I have done in-home. After the class, I searched about the effectiveness of the cover letter to get a good job and also search for an effective cover letter example. By using all these I tried to develop a cover letter and I was able to do so. This demonstrates that I had a good understanding of the cover letter. After attending the class I feel that I should have known about this topic earlier as it is important for career building (Taylor, 2010). It was inspiring for me because now I know how to write an effective cover letter. For example, after I understood the fact I develop a cover letter and send it for a part-time job. I get the job and this demonstrates that my cover letter was effective and played an important role in term of getting the job. 
[bookmark: _Toc48286862]CV Writing 
CV is a detailed document about an individual. All the information about an individual included in a CV to inform others about the individual. Hime (2013) points out that developing an effective CV is important to let people know about the qualifications one has. In term of getting a good job, there is no alternative to write a good CV. Many candidates do not even call for evaluation because of a weak CV. 
Before starting the class I knew about CV writing. But I saw the class as the opportunity to improve my CV writing skills. Previously, when I write a CV, there were factors about which I made mistakes. While staring the class I hoped that it will help me minimise the weaknesses which I have in term of writing a CV. I liked the class very much because of the things which I learn from it and its importance. In the class, the teacher explained it very clear about how to write an effective CV, what are the contents of a CV and the most important factor how to make the CV attractive. This was the reason for which I liked the class very much. 
My understanding of the optic improved after attending the class. This was because of the reason that I had knowledge about it before starting the class and also I was passionate to learn about it. These factors encourage me experiment the skills which I achieved and in this process developed an understanding about this topic. The thing which I liked about this topic most is that it will help me to communicate information about me with others. This topic and the discussion about this topic is very useful for me. For example, I can use the knowledge which I gather in here to develop an effective CV which will help me to communicate with the employers effectively about me.          
[bookmark: _Toc48286863]Referencing 
Acknowledging to the person whose ideas was used is important in term of ensuring the authenticity of a task and idea. If a student uses the ideas of others and did not acknowledge it while developing a piece of work then it might be considered as academic misconduct. As per Smith (2017), a student must have to reference all the sources which the student use and this is important in term of validity of his writing. The student who takes ideas from the work of others and did not acknowledge it appropriately can face a problem.    
I had knowledge about referencing before starting the class. This is because of the reason that in all the assignment which I have done in my student life, I had to reference all the sources of information. Still, I liked the class very much because I know that there are things in which I had to develop my skills. While doing the class on the topic, I face different types of problem like I was not able to pay attention to the class because of some factors and for that, it creates a knowledge gap in the class. Solving the problem was important for and to do that I take help from one of my friends. 
I have a clear understanding of the topic after attending the class and conducting research. As I face problem to develop an effective understanding in the class so I decided to research this factor on my own. I found out that, there is a different referencing style which I can use and each of which is different from one another. I found out that “Harvard Referencing” is the most effective and widely used in the UK (Smith, 2017). I liked the fact that it encourages me to learn about referencing more. Learning about referencing is very useful to me because without appropriate referencing the validity of work will be reduced. For example, the literature which I used in here, if I did not reference this appropriately then it will be academic misconduct. 










[bookmark: _Toc48286864]Conclusion
I followed the “Gibbs reflective cycle” and focused on the 5 topics about which I learned in the class. All the topic (paraphrasing, summarising, cover letter, referencing and CV writing) which I reflected on help to improve my knowledge. I had knowledge about summarising, referencing and CV writing before staring the class but attending the class helps me develop my knowledge further. I did not have knowledge about paraphrasing and cover letter before and the class activity helps me develop knowledge about those two topics.      
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[bookmark: _Toc48286867]SWOT analysis 
	Strengths
	Weaknesses

	1. “My strengths are mine's internal skills including time management skills, presentation skills, communication skills, teamwork skills, problem-solving skills etc. 
2. Furthermore, I have participated in several seminars and workshops relating to health and social care to gather more information about my desire job. 
3. I also acquire several software skills, like M.S Word, M.S Excel, M.S PowerPoint, Adobe Illustrator, Adobe Photoshop, and SPSS, to help me to find and manage information. 
	1. I am an introvert person, so my communication skills are not so good. Because of that, I can’t interact properly with others. 
2. While I have a strong ability to work in a team and manage time, this weakness can be a critical issue for success in the field of health and social care.


	Opportunities
	Threats

	1. Recent issue the Coronavirus (COVID-19) increases the need for health and social care workers. 
2. The high growth rate of health and social care sector is a great opportunity for me. Health care sector provided 2.8 million jobs between 2006 and 2016.  
3. The expected growth rate is 18% in 2026 for the UK health care sector. 
	1. Brexit negatively impacts on the UK health and social care sector.
2. Besides, probable economic slowdown for the epidemic Coronavirus can negatively impact on this sector”. 



[bookmark: _Toc48286868] Personal develop plan 



	Expected Goals
	Support/Resource
	Success Criteria
	Actions
	Target Date

	“Improving communication skill
	Completing academic tasks within a group and trying to be responsive in classroom
	Able to communicate with others properly



	· Learning different communication and interpersonal skills.
· Trying to recognize and understand the individual communication style.
	2020 to 2021





	Developing networking with the persons working in the health and social care sector
	Building formal relation with professionals
	Being able to communicate with health and social care professionals



	· Attending in different health and social care-related programs.
· Communicating with doctors and social workers.
· Working as a volunteer in different social program 
	2020 to unlimited time as
it is a continuous process



	Completing Social Work BA (Hons) degree in related health and social care field 
	Effective Courses and institution
	Achieving the certificate for successful completion of the courses
	· Focusing more on the courses related to social care.
· Acquiring skills that are needed for delivering good health and social care service.
· Achieving a social care degree.
	2021 to 2025/ End of the degree

	Completing internship
	Recommendation letter from my college
	Getting the opportunity to work in a leading social care organization
	· Dropping resume in different social care organization.
· Performing duties accurately for getting good feedback.
	2025 to 2026

	Being a social care worker
	Skills and knowledge required for being a good social worker
	Completion of a foundation degree in social care related field
	· Gaining knowledge regarding social care related works.
· Getting update about the changing situation
	2026 to 2028”
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