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INTRODUCTION
 
 
Reflective writing is the outcome of reflective thought, which in an academic setting typically means analyzing an idea or experience. It includes deep thinking about something to increase our awareness and also provides a better understanding of who we are—our presumptions, beliefs, and motivations.
As a result, we can discover how to improve our academic abilities, improve our study techniques, and develop a deeper understanding of the subjects we are learning.
 
Definitions: ‘Active, persistent and careful consideration' (Dewey, 1933: 9).
 
[bookmark: _Int_k2T2Wd9V]‘A process of looking back on what has been done and pondering on it
[bookmark: _Int_Z9AHj7oZ]and learning lessons from what did or did not work' (Conway, 1994)
 
There are many different models of reflective writing. Using Kolb's Model (1984) the report includes four learning topics - TIME MANAGEMENT, COVER LETTER WRITING, CV WRITING, and PUBLIC SPEAKING AND PRESENTING PRESENTATIONS.
Kolb's learning cycle includes four distinct stages. They are experience, reflect, conceptualise, and apply. 
In stage EXPERIENCE we right dawn the situation we are, what we think and what we feel at that time.
In the second stage REFLECT we apply what works well and, what does not the situation.
The third stage CONSEPTUALISE is the stage of deep thinking and research why the situation went as it did.
After analysing the situation the last stage is APPLY where we have plan how to do the things differently.



1. TIME MANAGEMENT
 
 
1.1 EXPERIENCE
I have a hospitality background and time management always was important for me. I was leading a team, organizing the tasks, and planning the time was my responsibility. As not everyone has the same ability to work and learn sometimes it was a real challenge. I was feeling overwhelmed and stressed.
 
1.2 REFLECT
In my case, the only thing that was helping me to face the challenges of time management was my personal experience at work. To be honest, I had no idea that time management was a skill before the course at the university where I am currently a student. I realised that my lack of knowledge was the cause of my stress.
 
1.3 CONCEPTUALISE
What I realised in the course is using the right time management methods and tools can boost our productivity and reduce stress. If we follow the methods we can be more effective and efficient in our time, and make better decisions in less time.
Setting priorities and SMART goals, proper task delegation, planning, using methods such Eisenhower matrix and Pareto rule our work can be more efficient. In addition to these techniques, we have to keep in mind our natural body clock. Stress levels rise when we are forced to go against our natural instincts. While working, we must be sure to control our emotions which we can do with stress management tactics.
 
1.4 APPLY
I have learned that there is no perfect method to manage everybody's time, as we all have different personalities. As my job is a multitask job, I realized that my method to work and manage my tasks is the Eisenhower method. Starting my day by prioritizing tasks using the matrix will help me to keep deadlines and will reduce my stress.



2. CV WRITING
 
 
2.1 EXPERIENCE
I started looking for a job four years after my maternity, and I  realised that I needed a CV and Cover letter to apply for a vacancy. I discovered that the last CV I wrote was twelve years ago after spending eight years at the same job and four years at home caring for my daughter. I searched how to form it on websites,  I had no idea which one to choose or what to write. I felt completely lost
 
2.2 REFLECT
After my online research, I created a CV that was not deep, and sent it to my work coach.  Her feedback to me was that my CV is blank and my resume, at the beginning of the CV is weak. I realized that I need a training or course on how to create a CV. The online information did not help me a lot as I did not know how to explain and impress my skills.
 
2 .3 CONCEPTUALISE
"Remember that you are marketing yourself so, while the integrity of the document is a must, the CV must present your best experience and detail your relevant skills and competence." (Bright & Earl,200)
In the university, we had a module with a CV writing lesson. The lecturer explained to us how to create the right CV and what is most important for employers. The CV is a way how to market ourselves by expressing our skills. During my research, I discovered that there is a system that employers are using to sort the candidate's CV. The system is called Applicant Tracking System (ATS). The system filters the candidates in order of suitability for a role based on essential skills and experience, for example, "Profile", "Key skills" and "Employment History". That is why is very important to include the keywords and phrases that match those in the job description.
 
2.4 APPLY
The CV writing lesson was incredibly helpful to me because it let me realize how important it is. Now I can create a CV and I know that for every different kind of job I need a different CV.



3. COVER LETTER
 
3.1 EXPERIENCE
I never include a cover letter when applying for a job where a CV and cover letter are required. I didn't know what to write, how long to write it, or even why it was essential if I had already sent my CV. 
 
3.2 REFLECT
After enrolling in a workshop and course at university later, I understood that missing a cover letter while applying for a job is a serious mistake, and a good reason to reject my applications. I think this was the reason why I never have been invited even for an interview.
 
3.3 CONCEPTUALISE
A cover letter is allowing summarising our skills, experience and the opportunity to introduce ourselves to the company. It is a brief explanation of our combination of skills and why we are the right candidate. If we match our skills with the job description, demonstrate enthusiasm, and use the right structure there is no reason why to not win an interview.
 
3.4 APPLY
While learning the structure and what is right to write in a cover letter I understood the importance of it. I had not the chance yet to apply it in my real life yet, but I feel more confident.
REFLECTION ON PRESENTATION
 
"A good presentation can be a very powerful way to communicate an idea or message. It is a skill that is highly valued and is one that anyone can improve upon." (Surti,2018)
Good presentation and public speaking skills are key to success in our career path.
 During my presentation in class, I found out that I am a person who can not speak in front of an audience. In each module before our assignments, we discuss the importance of presentation skills. How important is our body language, our gestures, keeping eye contact with the audience, to look presentable and confident was explained to us before every exam.  My first presentation was a  demo and it was only two minutes. The reason was my stress.  Does not matter how well I was prepared I forgot everything that I had to say. It was really challenging for me to speak, even in front of my students. It was quite stressful to talk about a subject in front of them, knowing that I would get graded on it. The lecturers in class do a great job of instructing us on how to do it, but they never discuss how we may mentally prepare ourselves. After the demo that day I started to look for books to read on how to prepare myself psychologically for the next time. I discovered that mental preparation is equally important and there is a lot of option to do it. My way was on the exam day to be earlier at the class and speak in the empty room. But to be honest, the best motivation was my classmates' support. Myself, I know that I never will be a good speaker because of my shy nature, but I learned that with practice I can do well.


CONCLUSION
The academic and employability skills module includes a set of skills which I can apply in many areas of my life. The skills that I learned are important for my student and professional life in future. I had the opportunity to practise skill analysis and self-improvement through the process of writing a reflective report. 
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