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1.Introduction
This report aims to analyse and reflect what I have learned in this module, and how have I applied it in my personal life and my professional life. An in-depth discussion on my personal and professional development. I will mention 4-5 topics from Term one and Term two, that I have considered to be the most important and advantageous to me, and where I have seen the most personal and professional growth.
I will reflect at my past experiences and how it changed during this course, It is amazing when you can trace back at how much one person can improve if they let themselves learn, take advice from the lectures, discover themselves and grow upon their weaknesses. Taking past experiences and transform them to a better and improved self.

“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.” (Gibbs, 1988)

2. Time Management
With the help of lecturers, and in class exercises and my own research on the subject, I have come to understand how to better manage my time. How easy it is for people to fall back into procrastination and stay there without even realizing it. I have come to learn, detect and improve on all matters regarding time management in my personal and professional life. This is one of the areas where I have seen the most growth and was able to see tremendous results in my professional life and at the workplace. Analysing and prioritising certain tasks, analytic thinking and getting results.
This is a very important skill, I used to have very poor time management skills at work, which in return led to unsuccessful work productivity, and the perception of others specially your employer that you are unreliable, and it can also affect your career.
Thanks to this module I was able to grow that particular skill professionally. I have started to prioritise tasks in urgency order, manage my time correctly, start making day calendars and objectives that needed done and needed attention, I was able to transfer it to my personal live and started to have a more healthy work-life balance than I had before, started to have more time to be attentive with my family and have some time left, specially now that the family is growing, I cannot thank enough for having the opportunity to grow in this skill in my personal and professional life.

2.1 Academic writing
Academic writing has been one of the topics that has also helped me develop my writing skills. I had never written academically, paraphrase or referencing.
It has helped me to write professional emails, how to properly research and do referencing, I had never done it before, it was quite challenging at the beginning, transforming old habits and grammar errors into professional writings. I get a lot more responses to work emails and interviews. It helped me look more professional and confident when writing, I had always low confidence when writing something to someone who had studied into higher education or was a professional in any area, as my writing skills were poor, not so much grammatically but lacked the skills of academic writing and paraphrasing, I could not paraphrase at all and always felt undervalued. Academic writing has given me a lot more confidence in all aspects.

3. CV Writing & Cover letter
CV writing I have found one of the most important, I had never written one because I had always worked with friends or through friends, and when I ever tried to write one it was always a mess nor did I ever got a response from every CV I have ever sent nor did I ever sent a cover letter. During a class exercise it has helped me to understand how one CV should be written professionally, how to make it appealing to the hiring party. Before every time I sent a CV I would never get an answer, email, or a call back, but now I can write one with confidence thanks to the lecturer who was very patient with us, and showed us step by step on how to produce and write a CV and a perfect cover letter, how to sell yourself, what to include and what to leave off, where to start and how to finish it, it was very eye opening professionally on how this and the interviewing process it all works, as it was completely new to me. I am much more confident when writing a CV, now I know what to expect from employers, I am definitely more prepared for an interview. This was definitely something I can carry with me to my personal and professional life and also helping others writing a CV.

3.1 SWOT Analysis
SWOT analysis stands for Strengths, Weaknesses, Opportunities and Threats. It is one  method of self-reflection, where you can reflect on what are your personal and professional strengths and weaknesses, where you lack of improvement and where you can improve and grow as an individual but also as a professional. It has helped me recognize what kind of education I had, and what needed to change, it has helped me evaluate the connections I had with people and where were opportunities for growth. Recognizing barriers, will allow to further development and identifying threats to your own personal development. Upon doing a SWOT analysis of myself, I was able to identify what I was able to offer to an employer and discovering attributes that can be helpful not only at work but at every aspect in life.  Discovering weaknesses I was able to get much more out of the course than when I started, to allow myself to immerse within in order to better my self as a person, a professional but also as a student, to grow beyond what I think I was capable and ultimately rediscover myself again. I didn’t study for many years until I came to this course and I though it wasn’t possible for me, and with the SWOT analysis I was able to discover and change things about myself that I didn’t think on an analytical basis that needed change, I am very grateful for this module.
I was able to transfer what I learned into helping others as well, discover they strengths and weaknesses and how to improve upon, a lot of people never did a SWOT analysis in their lives nor their professional lives, and its  such an interesting skill that brigs out the hidden obvious and helps and defines what changes need to be done.
It gives you the life perspective in an analytical order where you can quantify certain areas and come up with personal growth plans, and objectives and the know-how in order to improve those areas in an effective and approachable manner, where you can see and analyse with charts or by objectives as you grow and surpass them.

4.  Summarising 

This topic was quite interesting. I always struggled to pick up a text or a journal, and always try to explain it or write it objectively. I would always carry on about everything, missing the point and unable to do a proper summarising.
During class exercises I was able to understand and put to practice what I was learning. Through practice I was able o identify key text points and put together a proper and academic summarising. I find this quite interesting, as you can pick up a journal or a long text and turn it into a small summarising yet describing the important key factors and be very objective. I was able to transfer it to my professional life in the workplace, what used to be very long emails, now they are very objective yet very informative.
It also prevented from people to just scroll down because the text was too long and they had found it boring, I can apply it also in cover letters, meetings, stories and personal journeys.
I came to realise when I was reading a book last year Gallico Bellico, it was written by Ceaser in his war with the Gauls, now that I have learned about summarising, I came to comprehend his letters and how objective he was and why did he do it, it was a turning point now being able to identify summarising and learn from them as well improving myself.
I now apply it with every book I read, after an important chapter I tend to summarise it so I can fully understand it and move forward, it has become a powerful learning tool, I also study Theology and has helped me improve eighty percent of my secular studies utilizing summary at every complicated chapter, and analysing key points while creating and effective and objective summary.

Conclusion

In conclusion, I have realized that we can never stop improving ourselves, that we must look to our lives and reflect on what we are doing right, and where our weaknesses lies, we need constant improvement, and be humble sufficient to analyse ourselves in order to allow growth, both in the professional and individual life.
Through this 5 topics I was able to self-reflect on my own learning journey, who I was or the perception that I had about myself and my own academic skills, how I went from being unconfident in these areas to being able to be confident and know that I can do it, how we can grow academically and the impact that education can have on our own personal lives, and therefore we start valuing ourselves more, we start valuing our education, our upbringing and our past experiences and new experiences. Academic life is a journey that we all should embark and fully embrace as it will change our lives for the better if we let it, both as professional as personal, break boundaries and rediscover ourselves, so we can be a better and educated person, to give back to society but also to improve ourselves.
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