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Academic reports are a formal way in which students use a known module to show their knowledge about a certain topic in their reflection. The topics taught in class include time management, academic writing, paraphrasing, summarising, referencing, reflection, CV writing, cover letter writing, public speaking and giving presentations, analytical and critical thinking skills and online experiences.  For this report I will be reflecting on time management, reflective writing, CV and cover letter writing, with use of the Gibbs reflective cycle. Reflection is the way in which we think of our aims in order to understand them better and achieve better outcomes (Morgan, 2017). There are three ways in which we reflect: The Gibbs reflective cycle (1988), Kolb’s experiential learning cycle (1984) and Driscoll’s model (1994-2000).

[bookmark: _Toc59197006]Time management 

Time management can be defined as an efficient way of organising your independent study time. For example, it provided me with the skills needed to be able to schedule work, relaxation and studying in an organised manner.

[bookmark: _Toc59197007]Example of how I used to use my time:
· Sleep – 10 hours
· Eating and socialising – 2 hours 
· Social media, games, television – 3 hours 
· Personal time – 3 hours
· Travel – 1 hour
· Lectures – 2 hours 
· Reading and writing – 1 hour 
· Thinking – N/A

[bookmark: _Toc59197008]Example of how I plan to use my time in the future:
· Sleep – 7.5 hours
· Eating and socialising – 2 hours 
· Social media, games, television – 1 hours 
· Personal time – 1.5 hours
· Travel – 1 hour
· Lectures – 4 hours (only on Monday and Thursdays)
· Reading and writing – 2 hours 
· Thinking – 1 hour

There are a few ways in which time can be efficiently managed: breaking each task into steps, using diaries to manage each errand that needs to be done, making list of things that need to get done and by prioritising task according to importance and deadline. When breaking the task down into steps a general understanding of the task for example when speaking about assignments one needs to look at the essay questions, the assignment brief and title. After this a rough plan is made, this plan should involve what you plan to add into the essay. Once a rough plan is made, researching the topics follows, while doing these notes to be made which can be added to the plan. From the notes made the information gathered can be divided into paragraphs, these notes then need to expand.
Using time planners ensures that each task is efficiently recorded, this can be done by assigning each task a different colour. Planners ensure that task for each day are scheduled according to their deadline and urgency. Planners and list can be combined this is because the use of list ensure that each task is listed according to when they need to be completed by this could be daily, weekly or monthly. List are deemed more achievable when smart targets are used, using smart target means that each target/task is specific, measurable, achievable and time bound.

[bookmark: _Toc59197009]Daily and weekly time management for me 

When compared with how I used to manage my time prior to learning about managing my time, everything got jumbled up sometimes leaving me without any time to do some of the things I had planned to do. Time management made me more organised, this enabled me to have enough rest and provided me with adequate timing to study and write assignments. 
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A lot of courses encourage students to think and/ or write reflectively. It involves thinking about what has happened, what is happening, what could happen and how to improve the outcome of each step. There are a lot of different models of reflection such as the Gibbs reflective cycle (used in this report). In order to ensure that each piece of writing is written following the steps giving by the lecturers. Producing a piece of reflective work, provides lectures with proof that you have been thinking about the work previously completed and analysing it e.g., how it was completed and what it meant to you.
Each piece of reflective writing is conducted using three topics: a description, an interpretation and an outcome. The description includes an explanation about what needed to be examined and how it happened. The interpretation includes the most vital information about the event, idea, object and how it can be related to theory, this also includes the similarities and differences from past events. Outcomes includes what I have gained and how I will use the gained skill/ information in the future (Schon, 1983; Carvalho et al., 1992; Williams, 2012; Lavoué et al., 2015; Certificate in higher education : skills for the workplace student yearbook, 2017)

Types of reflective models 
There are mainly three types of reflective modes used which are: The Gibbs reflective cycle (1988), Kolb’s experiential learning cycle (1984) and Driscoll’s model (1994-2000) .
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[image: Diagram of Gibbs' Model of Reflection.]

Each step of the Gibbs reflective cycle tells you exactly what needs to be included in your report. The description as stated previously includes an explanation of what transpired without forming any conclusions at this point, they are only stated. Feelings and reactions talk about how you reacted to what transpired and how you felt about it, this also takes place without evaluating the topic being discussed. The evaluation looks at what the negative and positive aspects of the experience. The analysis looks into the matter in more detail and bring in more ideas from outside sources, a comparison is made between other people’s experiences and yours. The general conclusion speaks about what conclusions can be drawn about the experience and analysis made by you in general, this conclusion is then narrowed then to your personal experience in the specific conclusion. This is ended with a personal action plan which states what parts of the experience you would change and why (Gibbs, 1988).
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The Kolb’s cycle only includes four steps, the first step involves experiencing something new or looking at a previous experience with new eyes. This step is followed by a reflection about what you went through making notes about the conflicts between what you thought was going to happen and what actually transpired. Reflecting brings about new ideas or manners in which an existing idea can be improved. Knowledge acquired from the reflection is put to the test in the environment surrounding the learner in the final stage making note of what the results are (Kolb, 1984).
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After one has had an experience Driscoll’s model can be used to reflect on what happened, was seen or done, how one reacted, why the event took place and important parts of the experience. The answers from these questions are used to answer the next lot of question which are how you felt while experiencing this in comparison to how you feel now, how your action affected you both negatively and positively. This is then followed by a comparison to the works of your other colleagues including why there might be discrepancies between both experiences.  Once these are answered the last lot of questions can be answered which include, the consequences surrounding the experience and how you’re going to handle them. As well as what you would do if you were in this situation again in the future and what you have learned from the overall experience (Allan and Driscoll, 2014). 




[bookmark: _Toc59197014]CV and cover letter writing

Curriculum vitae or CV are used to convince an employer that you are what they are searching for, it persuades them that your qualifications, work experience and skills set you aside from every other person who applied (Morgan, 2017). It is made up of your personal information (such as: your name, email address, contact information and sometimes your address and/or social media), personal statement (which needs to be brief, clear and concise), education and qualifications (the qualifications gotten as well as when you got them and your achieved result), work experience (states the previous positions you have had when you started and left the position and what your job entailed) and additional responsibilities and activities that might be relevant to the job you are applying for these could include your hobbies and interests. It is ended with a brief statement letting your employers know that you have references available should they need them.

[bookmark: _Toc59197015]Qualities of a good CV
There are certain attributes that need to be present when looking for a good cv, it needs to be well written and written with your particular audience (the company you are applying for) in mind. The skills you have that the employers are looking should be listed in the first 2-3 seconds of the CV. The CV can only be a maximum of two pages, and most importantly it must be void of any grammatical errors.

[bookmark: _Toc59197016]Cover letter 
Cover letters are professional letters writing to employers letting them know who you are and why you are suitable for the job, it summaries why you are suitable for the position in more detail than a CV. It is the first introduction the employer gets alongside your curriculum vitae. Cover letters are made up of a greeting to your potential employer, an introduction consisting of who you are, what your qualifications are and what position you are applying. After this sell yourself to the employer by describing how your skills and qualifications make you stand out from everyone who applied, this is followed by what you can bring to the table this can be in the form of changes you plan to implement and how you aim the company achieve the goals they have set. The letter is ended by you thanking them and letting them know that you are available to be interviewed. 

[bookmark: _Toc59197017]Qualities of a good cover letter 

In order for a cover letter to be considered good it needs to have some certain characteristics. It needs to be well written; this means that sentences need to be kept short, precise with a focus on the skills that employers are looking for. The letter needs to be void of any emotion and kept factual. It needs to be personalised meaning that the letter needs to be addressed to someone and in the instance of the employer’s name being unknown you address it to a Sir/Madam. 

With the lectures I had on CV and cover letters, it enabled me to make changes to my cv. Doing this has made me more confident to send them out to potential employers and sit in interviews with them. The knowledge I gained from the lectures has presented me with skills that I can apply to my cv and cover letter in the future, It means that I will always be able to cater my cv and cover letter to its intended audience.

[bookmark: _Toc59197018]Conclusion 

In general, with the lectures received, reports written and presentations this has increased my learning skills, ability to manage time, ability to reflect on my studies, and my ability to complete assignments. These skills have also improved my standard of living y making it possible for me to have enough time for a social life and student life. It has also provided me with the knowledge to know the different to know the difference between summarising, paraphrasing, paragraphs etc. 
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