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INTRODUCTION
This is a structured academic report on where I will write about my learning on different topics and how I have reflected on what I knew before, after and outside the class. On this report I will talk about four topics: organizing study, report writing and cover letter and how learning about these topics has helped me reflect on how to apply in my life and studies by applying a model of reflection. Kolb's 1974 theory will help me reflect on what I have learned on this module. In the next couple of year, I would like to improve my communication skills in professional environments, expand my vocabulary and digital skills. Everything I have learned so far has helped me feel more confident when I apply for higher position job in the future. I would like to do my 3-year business degree, yet I still must figure out where exactly I want to be at the end of the course, but I believe that the tools I will gain through this course will help me discover my next goal.

Organizing study 
Coming back to education was not an easy decision, I did not finish secondary and suddenly 15 years later I am in university, I was not sure if I was going to be able to pass a semester plus to make matters worse, we end up on lockdown with online lesson taking away any face-to-face interaction with the tutor. 
As the module started Organizing study was one of the most interesting topics Ive learned in this course. As a child I do not remember ever being told through my studies there were theories for such a thing, as an adult, I thought I was just being lazy or scared of going through my work and not understanding and just getting really frustrated. This course has taught me there are diverse ways to organize my studies and reflect on what I learn. 
Trying to balance study, work, my kids, and family can be difficult and discouraging at times, especially if taking care of others has always been a priority. Being a single parent of a newborn and starting university has been one of the biggest challenges I have taken up on. According to a forum tips on organizing study can be essential when you have young ones to care for while you still have deadlines to meet. It is important to know how much to handle at the same time other responsibilities still require attention (Tips for studying as a single mum, Good.L 2020).
As the academic year has moved on, I have been applying the pomodoro technique which consist in taking one task at a time set a timer for 25mins after the time is up, I take a small break, then repeat the technique, after the fourth Pomodoro rings I can take a longer break of 30 mins (The pomodoro technique 2020). Being a mum and studying can be challenging, my younger child still takes naps during the day, this has allowed me to apply this technique in my daily routine. This gives me plenty of time to look at my notes from my earlier lesson and to complete my assignment on time.
Now that I have learned how to apply the pomodoro technique, I do not get as anxious or frustrated as I use too, this technique gives me plenty of time to ask for feedback from classmates or tutors. I feel more confident asking and answering questions in lessons, I understand better and keep information longer, I find it easier to do my assignments and I enjoy my lessons a lot more. I can take part in class if I am asked to without feeling uncomfortable, it is an easy technique to use no matter how old you are.

CV
For over ten years I have been working in the cleaning industry, my first job was as a housekeeper in a five-star hotel in central London. To be able to apply for this job I had to send my CV that I did not have, I knew what it was and the basic I needed to add, at the time I was lucky to have a family member that helped make a CV and enhanced all my “mum skills” which really helped my CV look good and I got the job. These where key skills I did not know I had, like getting my child ready for school and preparing meals required proper time management skills. 
 After that job I worked in the private cleaning industry and never really needed a cv as I was always being recommended to friends or family, my work spoke for itself and I was proud of that, I did not really need to advertise my services nor have a CV. I have only recently learned in lessons how important it is to acknowledge my accomplishment relevant to the job I am applying instead of just listing all the duties that my old job had. Also, the impact of a well-balanced structured cv can have when applying for jobs as this is the first opportunity and form of making a good impression on probable future employers. 
CV-Library, who is a recruitment company, suggests tips on how to make a good CV in 2021, this must include: 
· name, career tittle and professional contact details 
· Personal statement that says who you are, what you can offer to the company and your professional goals.
· Key skills
· Earlier experience and work history start with the most recent job
· Study's and qualifications such as diplomas or certificates
· Extras such as hobbies or interests  
They also have a list of things not to add such as a picture of yourself, your age and marital status, also have extremely helpful tips on how to structure a clear CV (content team 2020). 
Afte everything taught in lessons and after doing my own research about CVs I can see it has changed. I now know how to update my CV and talk about my accomplishments and achievements such as being mentioned in positives reviews for the company. I have learned that even doe I have been in the same industry for so many years I have plenty to offer. I feel excited to be able to finish my studies and add it to my CV.

Cover letter
I do not know whether it is because of the industry I have worked in for so long that as I mentioned on my earlier topic, CV and cover letters are not something I have had to come across in my work experience, a couple of year ago I applied for another job with a cleaning agency, I was asked to send my cv and to fill in questioners relating to the job duties. Questions like what to clean first, the kitchen or bathroom were one of the questions; too me it was all about common sense. But there was still no cover letter asked for, I thought it was an interesting way of finding out if I had the skill needed to do the job. But once someone told me common sense is not so common.
All doe I have a basic understanding of what a cover letter I; because I learned in secondary school, I realized It is not the same anymore, I have learned now in lesson the new way a cover letters is being presented to probable future employers. My old cover letter focuses on what kind of employee I am, how I function in the work environment and the typical tasks that would involve cleaning. I would most definitely need to create a new cover letter for future jobs.
After some online research on how to write a good cover letter. I understand Companies are looking to hire people who can relate to their business, people who have experienced or researched their company and want to be a part of a team. To get good attention in a cover letter it is essential to explain how I can help the business to do or be better and what I can bring to the table. This is the time where I can explain a bit more in detail some of my past achievements or future goals (work it daily 2017).
All this added information will guide me to able to write the perfect cover letter for my next job, I feel that everything that has changed over the years. Employees are looking for people who are passionate and driven. A cover letter will allow me to introduce myself and be able to really shine before the opportunity of a face-to-face interview. Before I did not really understand the meaning of a cv but now that I know it most of the time is it attached to a cover letter it makes sense why it is better to have one when applying for work.

Report writing 
As I mentioned previously, I did not finish my education. The first time I heard about a written report was in the lesson, straight away I had to google it and so much information was Infront of me that I was even more confused than where I had started, one of the biggest reasons of coming to university is to improve my understanding in English I can speak fluently the language but reading and writing is a different story, I confuse I with E and vice versa.
 After my lesson I was doing some reading online on how to draft a good report and the only term I understood was paraphrasing and conclusion, I knew I was not even going to be good at that my brain tends to read a couple of times then I explain to myself what I read and then I write down in any order what I understood, I knew this was not going to be easy for me and I was going to need help but I was not going to ask for it, in conclusion I knew nothing about what I had to do.
I went on to google and it suggests a couple of websites some too complicated to understand for someone like me with no experience drafting an academic written. I personally like skillyouneed.com they say to draft a report it must include the following: 
· Introduction, this means a general explanation of what the report is all about.
· Main body this should be clear and consistent
· A Conclusion is your thoughts about the written report. 
· References are sources to back up the written report.
Important: avoid jargon, check spelling, grammar, and tenses in which person u have written it. Do not forget to check the report once it is finished, it is always an advantage to catch those mistakes on time (skillsyouneed 2020).
On the first term we had a written assignment and I really struggled to complete it, I found myself writing on paper the same paragraph 20 times, I refused to use my laptop because it was not the system I had learned with, just the thought of removing any good sentences scared me as I might not remember what I wanted to write, after that I had all my papers together, I would try to make sense of what I had written. I was too embarrassed to ask for feedback or help, eventually I handed in my assignment hoping I would hit some marks and knowing that trying instead of avoiding would be a lot better.
I am currently working on my second written report and I find it a bit easier than at the start of the year, I feel a bit more confident this time as I have already done one and did not do so badly. This time I have left enough time to ask for feedback from my tutor and I have asked for help and advice from my classmates. I still struggle with writing but the more I practice it will help me improve also I have learned how to use my laptop to do my homework. This really helps me check my spelling and grammar. I can focus more on my work instead of correcting it.

CONCLUSION 

To sum up, this academic written report talks about how organizing study and report writing have been essential throughout this year. Also, what to do when I need to do or update a CV and cover letter. Overall, everything I have learned through this module has made me feel more confident and hopeful when applying for future jobs.
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