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[bookmark: _Toc101635940]Introduction
Personal reflection is a process of interacting with myself. It is a process of understanding who am I, what is my value, what I think, how to feel am I, and how I am and it is a process of how to identify myself. when I take my time to identify my character, my values, and my time and analyze the reason which is right or which is wrong. I also analyze which time is suited for me and what is my capability, what is good or what is bad for me, how to develop myself in the organization and what is my achievement. In this report, I will reflect on my experience using Gibbs' reflective model.
[bookmark: _Toc101635941]Topic 1: CV writing
Description
First of all, a CV is a document which is required for a job (Chong and Clohisey, 2021).  It is a summary of my experiences.in this CV I added my full education which is my schooling, from where I have completed my graduation or master's and also added my internship experiences. In my CV I added my full home address, my personal information, and also added my academic background. In my CV I also added my photo which is improving my CV values.
Feelings
I have done my CV with very positive feelings. I  have been very satisfied with writing my CV. It encourages me for many jobs which I need. CV also gives me a good opportunity to apply for a job. CV writing gives me a very good feeling and it is the primary way to get a job in a company by dropping the CV.
Evaluation
In CV writing I have very good experience Because a CV gives me an opportunity to get a job in a reputed company. In CV writing I can learn how to complete all my education and my experiences in one or two pages that give help to the employee who sees my cv.
In CV writing I have not found what is written in my hobbies and which are the proper hobbies I am writing in my CV so I am very disappointed to write my hobbies in my CV. These are my bad experiences in writing my CV.
Analysis
In CV writing I have a very good experience applying for various jobs. It helps me to get an opportunity in a news organization. In every situation when I am applying for a job it helps me to upload all my skills, experiences, my academic background and my personal information which is very much important to get a reputable job. Without a CV I cannot apply for any job because it is very much important to know the company I am in, and from where my education is completed and my location, where I am staying, this helps the recruiting person.  
Conclusion
I have done my CV very shortly. From which the recruiter gets very little knowledge about me. So when the next time I change my CV I will also add my Computer skill which is very important to know to get a better job opportunity.
Action plan
After modifying my CV I have added my computer skills and I will learn computer skills which give me enough knowledge about computers. The available course is of 3 months. 
[bookmark: _Toc101635942]Topic 2: Cover letter writing
Description
A cover letter is a document which is attached to a CV. A cover letter is mainly used for a specific company that needs to write the cover letter (Becker et al., 2019). The cover letter is a summarization of my professional experiences. Cover letters are used to introduce myself. In the cover letter, I have written about me, which is my home location to know the person who is recruiting me. It is a short summary of me. The cover letter also included company details and also added my phone no and mail id. 
Feelings
In cover letter writing I have very good experiences. The cover letter gives me a chance to introduce myself very shortly. Also, when I am writing my cover I feel very good because it helps me to know about the company. Their address and all information.  
Evaluation
In writing the cover letter I have to know the company details, which skills and qualifications are required for the posted job. Which certificates are required for the jobs, in which process they shortlist the candidates, and how they analyze the candidates for their academic background basis.
In cover letter writing I have not found which is the most important thing to write in the letter. Which is the main role of the company. How to summarize my professional background in a cover letter. 
Analysis
When I write my cover letter in every situation, I learn a new way. Cover letter writing helps me to get knowledge about the company's goals, and its present values in the country. I get proper knowledge of rules and regulations, and the joining structure of the company. 
Conclusion
I have not done my cover letter in a systematic way.  So, I will change my cover letter. I will add to the cover letter my professional information in a systematic way, and also add how to write my information and which is the best side to write the proper cover letter and also how to describe the company details in the cover letter.     
Action plan
 In cover letter writing I   have to learn how to write the cover letter in a systematic way. So this is what I learned from my teachers who teach me how to write a proper cover letter.  how to fill up all the information properly in the cover letter.  
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Description
I have performed different projects in my work. For getting ideas to complete those work I referred to different types of books, journals, newspapers and other substitute secondary sources. To avoid plagiarism issues, I used the paraphrasing techniques to elaborate on those in my studies and to prove my findings as well.
Feelings
While learning paraphrasing it gives me knowledge of sharing context in a summarized manner. Paraphrasing helps me to express the feeling of a sentence that is written or spoken in different words. Paraphrasing has done a positive impact on my learning grammar, and vocabulary and adds great coherence to introducing sentences (Escudero et al., 2019). It is often a good choice to simplify the meaning of the text.      
Evaluation
Learning paraphrasing has given me thinking about what method should I use or what method would not work. I need to imagine the things at a particular time and the reaction I am getting from it. On the other hand, I felt negative about paraphrasing because sometimes it becomes very difficult to summaries sentences that are not very clear in paraphrase.  
Analysis
This step of learning has done the best for me to make sense of what is happening and what lesions I might require. This helps a person to focus on the importance of situations and gives a chance to extract meaning from them (Arizena and Mayasari, 2021). So, I could perform better in the future in the same situation.
Conclusions
Now I can make conclusions about what is happening, for this, I need to look back to myself into that particular situation and imagine what could I have done differently in a possible way, That gathered information will help me a lot to become a better person. This is the actual step where I summarized my highlights and learning, and the changes that can improve my outcomes in future.
Actions
This is the final step to making my plan for a similar situation and how I could deal with this in future. In this way, I can eliminate the negative things that could possibly affect my action plan.  While making the action plan I took help from books, journals, newspapers and other informative resources. Implementing This action plan will help me to build a well-structured plan to work efficiently and review my progression. 
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[bookmark: _fc6ducenanlf]Description 
I seek opportunities to speak in public, when I plan to deliver a speech or presentation, I prepare the presentation as quickly as possible to make a practice. I list and prioritize the goals that I want to accomplish. I must be confident in my presentation otherwise it will be very easy to lose my points. In public speaking, I need to inform and persuade the public.    
Feelings
 I encounter hundreds of publics speaking every day, while making the speech I discover that this is a constant battle. I strongly believe that in getting my speech heard by the public I must be sure of fundamental components. I must have clear and coherent content to get the full attention of the public.
Evaluation
I have learned from the speeches and objectives that suit public speaking.it is very necessary to make a valid point to the audience. While learning from the speeches I felt a need to give undivided attention. I must praise the constructive suggestion in my speech so I can easily get their attention. The evaluating components will make a stronger impact on learning and delivering a public speech.   
Analysis-
While considering my topics for speech, it is critical to keep my audience in mind. If I do not put any effort into my speech then I will lose the audience it is very important to keep this in mind. I need to keep my interest in the speech on adapting. I need to nourish my self-esteem as a speaker. I need to deal with criticism and complaints because they can deliver me with proper knowledge and understanding. In this process, I need to see myself as a partner not as judge or critics.    
Conclusions
The impression I had from the audience by delivering the speech was that I could not lose interest and what people wanted to learn from the speaker. It is necessary to deliver a powerful note that can make an impact on the audience. My thoughts and candid can help refine the speech to perfection.
Actions
I would take the steps to make my speech more competent. For these, I will take help from books, journals, newspapers and other important sources on the internet. I do join the training session for getting knowledge from the high professionals to increase my value as a public speaker. I need to make sure my commendation is in a specific manner. I need to follow a goal-driven concept to improvise as a speaker.
[bookmark: _Toc101635945]Conclusion
From the above discussion, it has been seen that all reflection on CV writing, cover letter writing, public speaking and paraphrasing has been done through the Gibbs reflective cycle. Reflecting on this report helps to get a new way to achieve good progress. It also has better opportunities to write this report. So this letter writing helps to get value in the company. So I had a good experience writing the report.
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