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INTRODUCTION

After finishing this module, I will be able to apply all the knowledge I have acquired during this year in Academic and Employability Skills. During this term we had talked about different topics which are going to be explained in this assessment down below. From my perspective studying the Gibb´s reflective cycle, how to paraphrase, how to write a cover letter and a good CV , and have a reflective thinking, is very important for all the people for who the main goal is to be the best candidate to get the job they are looking to achieve. Including me, that after this module I have learned things that before I have never heard of it, but they are really important for my future.

GIBBS´ REFLECTIVE CYCLE

This model was developed in 1988 by Graham Gibbs with the idea to teach people how to learn from their experiences, examining them and plan from things that they did not go well the first time they happened.
This cycle is composed by 6 steps:
Description of the experiences, feelings about them, evaluation (including good things and bad things), analysis of the situation, conclusion and an action plan for similar situations that can happen in the future, and if we might make changes.


[image: Diagram of Gibbs' Model of Reflection.]

In each step you can be helped making some questions about the situation. They can guide you in your experiences and know more about them.
Here are some examples, and also you can ask yourself that ones you think are important for you:
DESCRIPTION: 
· What happened?
· What did you want to happen?
· Why that happened?
· What did the other people and you do?
FEELINGS:
· What feelings did you have during the situation?
· What were your feelings before and after?
· What were you thinking during the situation?
· What do you think now?
EVALUATION:
· What went well?
· What didn´t go so well?
· What was good and bad?
· How the other people and you contributed to the situation?
ANALYSIS:
· Why did things go well?
· Why didn´t it goes well?
· What knowledge, me and the other people have acquired and can help us to understand the situation?
CONCLUSIONS:
· What did I learn?
· What else could I have done?
· What skills do I need to develop to deal with a similar situation better in the future?
ACTION PLAN:
· If I had to repeat the same situation, what would I do differently?
· How will I develop the skills I need?
· How can I make sure I can act different next time?

After I have explained the different stages of Gibb´s Reflective Cycle, I will use them on each of the different topics we had learned this term:

SELECTED TOPICS:
PARAPHRASING
We paraphrase when we use different words, written or spoken from someone else keeping the original meaning clear. They can be a text or passage.
We normally do this everyday to explain something we have read or heard from someone else. But until I didn´t study this module, I didn´t know what I was doing, or how I was doing it. 
Now I am able to explain or clarify the text is being paraphrased, using my own words like if had created the idea.
DECRIPTION:
I had to paraphrase some articles for my assessment work, for different modules in term one. I wanted to be capable to write with my own words what I was reading being able to understand the main meaning of that articles keeping the original idea. Me and some colleagues from my school had to do the same work. Was difficult for me to understand what I was doing at all, and how I had to do it.
FEELINGS:
I was feeling frustrated sometimes during the process. Before I was feeling insecure of what I had to do, and after when I finished, I was not sure about my job. I was thinking I didn´t do it well to have a good mark from my lecturers. But now, after I got their feedback and I have studied during this term how to paraphrase, I am feeling more confident about to use my own words.
EVALUATION:
If something went well was that I have a good reading and understanding skill. But sometimes I couldn´t explain with my own words and ideas what I was reading. 
ANALYSIS:
Even being insecure how I was, I was able to paraphrase, because I was consistent in what I was doing, and I wanted to achieve my goal. But in that moment, I didn´t have the enough knowledge to make a good job completely. Now in this term we are able to paraphrase correctly.



CONLUSIONS:
After I submit my assessment and I got the feedback from my lecturers, me, and my colleagues we have acquire the knowledge we need to paraphrase any text or passage. During this new term we have developed our skills and got more knowledge about it.
ACTION PLAN:
During this course I will have to paraphrase more often, and I will apply the skills I have acquire in my next assessments. I still having a lot to learn but continue in this module and paying attention in class it will help me to develop all the skills and knowledge I need, and the next time I will have all the confident and security.

SUMMARIZING
To summarise means reducing but taking the main information and points from a text, a book, a movie, a conversation, etc. It means to make it shortly but keeping all the important points and don´t lose anything. 
DESCRIPTION:
I used to summarise a lot in the school. Any book we had to read at home, movies we had watched in class. Was important for our mark, to check our understanding. I didn´t think it was so important and I explained what I could, maybe not taking in consideration the most important points. All my class were having to do the same and some of us did it better than others.
FEELINGS:
At school I was feeling nervous every time they asked to us to read a book or watch a movie. I didn´t want to distract myself and lose the main points. Summarise from a book was easier so I could read every time I needed it the same sentences repeatedly and try to understand. But from movies where I couldn´t go back, in the moment I had to summarise, I was not feeling confident at all, so I knew I lost something important. Unfortunately, I think almost all of us were feeling the same.
EVALUATION:
In the end it went well, but I could feel my insecurity summarising. But my teachers were always motivating me.
ANALYSIS:
Everything went well because I tried my best and I tried of my mistakes. Paying more attention to the small details because sometimes is when you can find the most important things, but also with the time I was able to learn from my experiences and the advices to make a better job.

CONCLUSIONS:
I learned how to summarise, and I guess I could do it better but I didn´t have the enough experience and knowledge to apply them in that moments.  goal
ACTION PLAN:
With the skills I have got and the knowledge I have acquired during my education and this module, I am able and confident to summarise any text I read, any book, any movie, any article. My objective for the future is to apply what I have learned in this module in my next assessments, in my future courses and my future jobs.

COVER LETTER
Is a written document, normally used to apply to a job. On it it´s included the applicant´s credentials and interest in the position. It is a very important document, which make the employer call and show interest for the applicant.
DESCRIPTION:
Every time I had applied for a job, they gave me the option to upload a Cover letter with my CV. I wanted to send a good cover letter with my application but I couldn´t do it. Because I didn´t know how to write one.
FEELINGS:
I was feeling that my application to that job positions were incomplete. And I was hoping they check my CV. Even with a good CV, the cover letter was important to present myself and my interest for the job, and sometimes it just made to long the process of applying.
Now I feel I could search and learn how to write a cover letter for all the jobs I didn´t receive any answer.
EVALUATION:
After so many cover letters I didn´t sent, I realise that was more important than I though and it deserved me to take time to learn about it. So, I could have more job opportunities.
ANALYSIS:
The things went well because I was having a good CV and, after some mistakes I have learned how to write a good cover letter, focused on each job I applied for.
CONCLUSIONS:
I learned hot to write a cover letter, how to express my interest for any job position I apply. I developed my writing skills.

ACTION PLAN:
If I have to make a Cover letter in the future, I will apply all the knowledge I got with the time and I will use my writing skills.

CV WRITING
The CV is a document where are included our professional experiences, education, and skills. It is used for job search and for academic purposes.
DESCRIPTION:
I had to write a lot of CVs when I finish all my education to look for a new job. So, I made my CV how I could with the small experience I was having in that moment.
FEELINGS:
I started to feel frustrated when after I left some CVs I didn´t received any call from nowhere. I didn´t send my CV proud of the job I had done with it, and after I sent it, I knew was not a good start.  Now I think I should study more about it, to present a good CV for the companies, so they could have interest to call me and know more about myself.
EVALUATION:
After I tried so many times, I realise that they didn´t have even the opportunity to know me face to face. So, the mistake was in the CV I sent to them. It didn´t catch their attention. But the good thing is that I was able to recognise my mistake and solve the problem.
ANALYSIS:
From the start the things did not go well because I made the CV with the idea I was having on my mind and from the bad examples I took from internet. I learned that make the things so easy without any effort behind, or without the enough knowledge, it is not going to give you what you are looking for.
CONCLUSIONS:
From that moment I started to make different CV models adapted to the job I was applying for. I learned how to organise it, and what the companies are waiting to see on it, to consider someone a good candidate for the job.
ACTION PLAN:
I have sent a lot of CV in my life since then, and I am sure I will still be having to make new ones every time I need to look for a new job. I will update it with my new professional experiences and my new education, including this course. My job expectations are increasing with the time and I have clearer what I want to be and what I want to do. My CV will be focused on that and I will improve it with all the knowledge and skills I have got during my life and during this module.


CONCLUSION
After I have explained my reflective thinking in each topic. I can tell I have learned in this module very important things that will help me in my future education and in my future job applications. This module was complete and important to get the enough knowledge for it and also to develop the skills I need, for example, to write this assessment.
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