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Introduction

The aim of this report is to reflect on my learning in this module, I will be reflecting on four topics from this module. The topics are Paraphrasing a topic that we learnt in the first term, Cover letter writing, Curriculum Vitae and the last Reflecting Writing all of which we studied in this term of Academic and Employability Skills. In addition to this I will also discuss the different types of models of reflection there are and how this can help me in my assignment. 

Reflective writing is documenting your experiences, thoughts or events, and it is also a way of exploring ones learning (Unsw.edu.au, 2019). In the module we have seen that there are many models of reflection and each of these models essentially mean the same thing when it comes to reflecting. They all discuss the event at first, how it made them feel and eventually what they will do about it afterwards. 

Paraphrasing 

In the first term we studied paraphrasing and how it was important to paraphrase your work so that it would not be viewed as plagiarism. I learnt that when it came to academic writing this was a very important skill to have, and how it shows that you have understood what you have read. I remember when we were doing this class, I found it a bit tedious as this was one of the topics that I have always found really difficult to grasp prior to doing this course. Having been out of education for such a long time it was really difficult to get to grips with the whole idea of learning again and I felt like there was so much reading and understanding that had to be done.  

During the class we were asked to briefly look at a text from the power point slides and try and paraphrase it, I recall sitting there in front of my laptop and reading the text and thinking ‘I don’t know how to do this’. I sat there for ages reading the text over and over again and trying to reword it but just couldn’t, and then I realised this is why I do not like this topic. In saying that when it came to writing up the assignment I remember watching videos on how to paraphrase, and realised that I was over thinking it too much and where I was going wrong was that I was not focusing on trying to understand what I was reading but instead just trying to rewrite it again in different words. 

Paraphrasing is such an important skill to have, I learnt that it can be done by using different words, synonyms can be used and even changing the structure of the text but still making sure the meaning is still the same. I came across an article about paraphrasing and plagiarism and how if you do not paraphrase properly it is considered plagiarism (Hhs.gov, 2020). This article goes onto explain how there are so many writers guiding people to paraphrase properly and there are many ways to paraphrase so that plagiarism can be avoided. 

In reflecting back on this topic, I realised how this will help me in the future as I plan to continue with the level 5 of this course. I watched a few videos on how to paraphrase and also found a website which can tell you how well you have paraphrased or not. This is something that I found really useful in helping me with my assignments. 

Cover Letter

In week 3 of this term we discussed how to write a cover letter, in this lesson we watched a video on YouTube, which I really enjoyed and helped a lot in understanding how to write a cover letter. The guy explained what should and should not be written in the cover letter. He was very entertaining to watch which is probably why I enjoyed the lesson that day. The video we watched was from LetThemTalkTV Channel on YouTube. 

I learnt many things that I did not know before such as I should always try and find the name of the person that is recruiting, and if I cannot find the name I should not address the letter with ‘To whom it may concern’. This is something that I would always do when I used to write cover letters back in the days. He went on to explain that by addressing the letter like this it showed that the applicant is not bothered about the job.

He then explains how the cover letter should be written to cater for the job that I am applying for and be specific in mentioning the skills that I have and how they will benefit the company. Therefore, the cover letter is a way for me to sell myself to company so that they would employ me. It is about what I can offer them more than what they can offer me. 

In addition to watching the video in class we were asked to write a cover letter as an exercise and present that in class the following week. I started to try and find samples of cover letters online to help get me started on writing the cover letter but unfortunately due to a family bereavement I never got the chance to write it. 

After watching the video and being in that class I have gone from feeling anxious about writing a cover letter to probably looking forward to it, knowing exactly how to write it properly, especially seeing as when I used to write it, I would really hate the experience and find it really daunting, I even would get someone else to write it for me, which goes to show how much I hated it. Gaining all this knowledge now I can see where I went wrong in my approach to write a cover letter and probably why I did not get jobs for a long time. I feel confident now and look forward to it once I complete this course as I will know what to do.

In the Interactive College of Technology, they posted an article by Laura Raines where she mentions that some experts claim that in an era of tweet and post the cover letter is out-dated. (Interactive College of Technology, 2020). However, she also mentions that a principle of Consulting human resources firm disputes that ‘the letter still plays an important part in the job search process.” This goes to show how cover letters are still very important in this day and age of technology. 

Curriculum Vitae 

Another topic that we discussed in this term was on CV writing. We watched videos on how to write a CV at first I thought to myself ‘oh I have a CV so was not really interested in the class, but after watching the videos I realised how much I did not know about a CV.  Having personal information on your CV such as date of birth and where you live, I learnt that an organisation or employer can discriminate against you which was very useful to know. In addition, due to your own security, you should not put personal information on as people can do fraud as a CV is not handled with the same way that an application should be dealt. 

In class we did an exercise where we were asked to write a few things under the headings that would normally be in a CV such as, knowledge, skills attributes and other things. This task I found really useful, trying to figure what skills I have and knowledge that I could use for my CV. Please see appendix A for the exercise. 

In addition to this exercise we were also asked to do a CV and present it in class and give each other feedback on. This lesson was very stimulating as we presented our CV’s in our mini groups in teams and gave each other feedback on what we thought was good like the layout and what needed to be improved. It was also very interesting to hear the other students’ views on what they thought a CV should look like and the contents of it. Please see appendix B to see a copy of my CV that I did for our homework. 

Reflecting back on this lesson I can say that I really appreciated the CV writing class, I understood the importance of having a good CV, it is something that will benefit me in the future when applying for jobs once I have completed this course. Having the knowledge of how to do a good cv has helped me as I want to stand out from the other applicants. 
An article written by Raul Perez on the importance of a good curriculum vitae, he has mentioned that a “CV is one of the most important job-search documents and this is why we must make it worthy”  This shows that the employers will look at your CV and how you can sell yourself just from a piece of paper. 


Reflective Writing 

In week 4 we studied reflective writing, we looked at different reflective models that are available. I was really looking forward to this class as this is the basis of our assignment, so the concentration level was high. I remember thinking I really need to pay attention in this class and understand it as best as I can. This becomes difficult when having classes online at home especially when I have kids running around me all the time. I recall telling me husband that he needs to keep the kids away as much as possible, so they do not disturb me, but that did not happen.  

In class we watched videos on some of the different types of reflection models in addition, we discussed what reflective writing was and that the purpose of reflection is basically not to forget an experience. I tried to make as much notes as possible thinking I need to remember the information and know how to write reflectively. After watching the videos on reflective writing, I thought this should not be that hard, I just have to remember the event or the topic in our case and write what it was about and how I felt but I did not realise how wrong I was as it is not as easy as it sounds. I recognised that trying to write reflectively can become a bit to descriptive and this is what I was struggling with. I realised that I need to more critical in my approach and this is something that I will be doing differently from now on, as I continue with my education.  

We were asked to write a reflection on a topic from the module as a class exercise, this was submitted in the Teams in our general files and then feedback was given back on what we had wrote. Unfortunately, when feedback was given on my reflection, I was not in class but one of the other students managed to make notes on what was said by the lecture and how my reflection was good but needed to be deeper. This feedback was very useful as I knew that I had to think more deeply in my reflections. Please see appendix C.  

Therefore, I decided to research on the easiest models of reflection which is the Bortons (1970) 3 step model of What, So What and Now What. I thought by choosing this model I will probably find it easy to write my assignment. Terry Borton was an American schoolteacher, he published a book called Reach, Touch and Teach in 1970 in this book he developed the reflective sequence (John Dabell, 2018). He explains that this model flows easily between the three steps and how each part cannot work without the other part being there how it is “continuous integrated flow” (John Dabell, 2018).  


Conclusion

In concluding this report I have realised that reflecting is something that we probably do in our lives on a daily basis, we sit there and think ‘oh why did this happen, or I should have done this or that’ not realising that we are reflecting but the difference being that we are not doing it critically. In doing this report I have recognised that it can help you develop your thinking skills by thinking deeply about a situation or a topic. When I first started this course, I was a bit uncertain on whether I was doing the right thing by doing this course. Having not done any studying or being in employment for the last 10 years I felt very out of my comfort zone. I can say now looking back and completing the second term I have thoroughly enjoyed it, although it has been difficult due to the current pandemic and having to study from home it has been a good experience. I chose to reflect the topics that I felt I learnt the most from on looking back on this module, and the ones that I can use to help me in the future. 
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Appendix A


Class Activity: to write things about us that would go under the following headings in a CV.
 
Job Role: Administrator

Knowledge: SIMS School System, how local boroughs work within the education sector, Admissions process, new intakes, working closely with Family Liaison Officer. 

Skills: Good Communicator, Bilingual, Teamwork, Leadership, problem solving, IT Literate, Touch type, Flexibiiliyt

Attributes: Loyal, honest, hardworking, bubbly personality, keen eye for details 

Other things: Qualified First Aider, Driving licence. 


































	Razia Shakur
 

	
	
	

	
	STATEMENT
	

	
	
	

	Highly professional, ambitious and driven individual currently looking to resume my professional career after dedicating the last ten years to raising a family. An honest, energetic, and friendly individual who engages effectively with a wide range of personalities. My willingness to learn and the autonomy I exercise over my personal development are testament to this.

	EDUCATION -
	EXPERIENCE
	

	
	
	

	Diploma in Health and Social Care
The Open University Milton Keynes
[2005-2008]


[A-Level and GCSE Results available on request]

   K E Y	S K I L L S	-
· Bilingual
· Teamwork
· Leadership
· Decision-making
· Teaching 
· Communication 

Competent in a wide range of computer programs including all Microsoft Office as well as SIMS.
	
Pupil Admissions Officer • Westminster City Secondary School (Sept 2004 – Sept 2010)
· Dealing Pupil Admissions, liaising with LA on admissions, liaising with prospective parents, casual admissions Co-Ordinator, liaising with heads of learning on admissions including arranging meetings
· Administrative tasks, filing, typing letters, set up and maintain pupil files on SIMS.net
· Reception and Library cover
· School photo administration
· Assisting at school even days i.e. Assessment Day/Open Evening/Induction Day etc.
· Co-ordination of School visits from outside agencies/parents
· Assist in organising school trips/events
· Contribute to the planning, development and organisation of support services systems/procedures/policies
· Free School Administration
· First Aider
 
Shop Assistant – Central Stationary (Jun 2003 – May 2004)
· Working on till, serving customers 
· stock control
· pricing stock

Receptionist – Grameen Restaurant (Jul 2002 – March 2003)
· Managing inbound telephone calls
· responsible for table reservations
· Administrative duties - photocopying, filing, 
· serving customers - handling customer queries
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Appendix C
Class Exercise: to do a reflection on a topic from this module 


Today I have been asked to do a reflection on one of the topics from the ACE Module, therefore I am going to be talking about the classes in which we discussed about cover letter writing and CV's.  
Having not been in employment for the past 10 years I have found it difficult to apply for jobs and to write a cv and cover letter.  
 
Having to write a cover letter has been very daunting for me, I have always found it difficult to write one, it is probably one of the reasons why I put off applying for jobs. Therefore when we started doing this class about this topic I was really interested in it. 
  
During the lesson we discussed how to write a cover letter,  we talked about what kind of information should be and should not be on the letter. In addition I discovered what I was doing wrong in the way I was writing a cover letter. I found the power point slides really useful, and the importance of selling myself to the company. 
 
I realised that when I write a cover letter I should tailor to the kind of job that I am hoping to apply for and not just send the same generic one to every job.  
 
This class has helped me to build to my confidence in writing a cover letter  
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