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Introduction:

Studying at University can give an advantage on my future career. In that way I will be able to apply to any job roles which indicate that I must be a graduate, in that case I will achieve my grades. Therefore, it will be most likely to be competing against others who have the same or most likely similar academic qualifications. It is my employability, abilities, personal qualities and the unique mix skills, that will make me stand out. The report based on Academic and Employability skills, which consists of four topics ended up with a conclusion and references based on case study. The purpose of each coursework is to consolidate the acquired knowledge of discipline and the ability to use them in practice. One of the main features of the course is the study of additional sources of literature on subject. In addition, this stimulates everyone during the construction of the assignments to look for new ideas that are set out in literature and other recourses.



Reflective writing:

In my first lectures at the University I was asked by the tutor to deliver an oral presentation, based on my intended career. I thought that I am not going to be able to make it as it seemed to be, as I was not very clear with what I was exactly expected to do, and I felt confused, hard to understand the whole process. Not sure if I will ask the correct questions to get the right answer. However, the wanted questions start popping out of my mind once, we had the futured lectures. I have always been nervous about presenting in front of unknown to me people, delivering my future goals and findings. However, the strength was worth it, as I understand how to cooperate in front of new people, and I managed to present the presentation using my laptop, which I have never done. This task has giving me many benefits from group work as part of learning activities and research in this task. I increased my involvement in the given task, put in effort and been satisfied to complete the task given. Also studying from home can be challenging at times. With this project, I gained more knowledge and what complexity it involves. 
Overall, completing the assignment was challenging for me, as I was writing out my future idea and spending more time in researching. Realized that time was pushing me before the due date, so I had to speed up.

This report will examine the Gibbs Reflective Model (1988) and apply it to three topics: Time Management, Referencing and CV Writing. 

Gibbs Reflective Model was developed by Graham Gibbs in 1998 to give you a good structure of leaning and what you could do different by applying action plan by how can dealing with certain actions in future. Gibbs gives a clear description and analysis of how reflective practitioner can make sense of examine their practice.

“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated and it is generalisations that allow new situations to be tackled effectively” (Gibbs 1988)




Time management:

It looks like there is never enough time to do everything, but it seems like all of us is getting the same 24h routine each day. It does not mean that successful people have so much time than other to achieve. The reason for that is a good time management. Even if time is tight and pressures are high, improving the ability to function more effectively by using time management techniques. 
I spend time reading on an article of how to gain an effective time management. As I thought I need more information on how to maintain a good time management, and safe some time in future. It means that at work or university it becomes simpler to be more effective with the time I have, allowing me to focus on smaller activities that produce the biggest results. 
Managing my time better, by creating a work-life balance between professional and personal like style. Understanding the value of time by realizing I can achieve more in less time and have more time for hobbies. I will be documenting my time spent on a different activity, and I will be taking a note for any distractions that have prevent succeed in goals in a timely process. 

In order to have a better lifestyle, time management is very important to learn and absorb, in order to not suffer from stress and the tasks can be done in a great quality and manageable time.
“Doing only the urgent things results in important things turning into urgent ones with little to no time to accomplish them. This leads to fight-or-flight scenarios, and you either end up succumbing to stress or not completing tasks in the intended and desired manner. “(E.Matrix)





Paraphrasing and Summarising:
These two topics sound confusing itself, and to me as well. I did not know much about paraphrasing and summarising. For me, these two topics are not clear enough, but I will explain as much as I understand the meaning, and the use of each of them in my report.
Summarizing is shorter than paraphrasing and includes only the most important details. 

 Original:   “In The Sopranos, the mob is besieged as much by inner infidelity as it is by the federal government. Early in the series, the greatest threat to Tony's Family is his own biological family. One of his closest associates turns witness for the FBI, his mother colludes with his uncle to contract a hit on Tony, and his kids click through Web sites that track the federal crackdown in Tony's gangland.”
Paraphrased: “In the first season of the sopranos, Tony Soprano’s mother activities are more threatened by members of his biological family than by agents of the federal government. This familial betrayal is multi pronged. Tony’s closest friend and associate is an FBI informant, hid mother and uncle are conspiring to have him killed, and his children are surfing the Web for information about his activities.”
Original: “ Dogs can provide great assistance to both children and elderly people in their daily activities. Since dogs are active pets, they can also prove to be the perfect buddies during exercise. There are different types of dogs that you can choose from to make as pets.”

Paraphrased:  “Dogs offer help in their daily life to elderly and children. Dogs are active pets, providing to be great exercise buddies. There are various breeds of dogs that you can select from your pets.”

Summarizing: 
Original: ““There is this idea that Brazil and the US belong to the West and that they should be a unit. However, when we look north, it is clear that they historically understand it as themselves and Western Europe, what we call the ‘new transatlantic.’ Brazil is out of that equation,”

Summary: “According to Western Europe , is that Brazil and US belongs to West, but Brazil is out of that equation. 





Cover letter:

Cover letter Is a letter send alongside with the CV when applying for job, providing My personal additional skills and experience. Firstly, I personally did not know about it. As I was not familiarized with the document’s purposes. 
I did not fully understand the purpose of cover letter, but after a few research I figured out that it wasn’t something impossible to do. Because everything is explained into details and tells me how to do it step by step. 
I liked the part where I can explain all my experience and skills I have. I think without the cover letter attached to CV would be too boring and the employer who is reading would not pay too much attention to it and will be placed on the side. 

I learned that, before writing a cover letter I must make a research for the company and the current state of their industry. 


Polina Boyanova
Address:


Date:
Dear Mr/Mrs/Miss/Ms
I wish to apply for the roll of Store Manager, currently being advertised on Job Vacancies.
Please find my CV attached for your consideration.
As you can see from my enclosed CV I have over three years of experience in the management industry, and I believe I am the perfect candidate for the role. 

I am currently role as a shift manager in retail, and I have been responsible for managing my staff, giving orders, making orders, communicating and dealing with customers if needed, forcing the sales, as providing the availability of the products.
 Also understanding the Great customer service and principles. Working for common purpose or benefits. 
Training and advising staff for building their confidence and skills, driving force behind the progression team.

All of this, with my enthusiasm and dedication: Communication and motivation, Organization and delegation. Forward planning, decision making, and Time management has helped me to step further up. 

I am confident that I can bring this level of success with me to your company and help run the industry together.

Thank you for taking the time to read my cover letter and I look forward to hearing back from you.

Your Sincerely, 
Polina Boyanova








Conclusion:
Academic and Employability are essential to obtain in order to get relevant abilities required in a working environment. the purpose of this report is to identify and identify the importance and significance of schooler requirements and abilities that are compulsory to be successful within a University and how studies are used for its purpose. Reflective on personal research skills. To begin with I found finding academic sources hard as I was not familiar with website overall and on the portal. However, I have now gained more skills of using library and websites for future tasks and I am more confident for future assignments. Also, I have found that keywords are important findings more relevant information and how to fulfil my time effectively.

I also have developed paraphrasing and summarizing and evaluation skills but also feel like I need to improve more of those skills as I am not a one hundred percent confident with them. However, I feel I have gained good time management and efficient researching and reflection skills that will hopefully succeed on my university lectures and future employment. There are many ways I could learn more and to develop more of my needed skills such as action planning, starting assignments early with a clear plan and view of action. In other hand I learned that reading trough articles and websites is something that I do not know about it until I had to face researching methods and get some information from it. 
However, I think these skills are important for me to be a successful in life and to work at a higher standard. 
I planed for future to be more relevant with the tasks and to be more focused as I founded difficult to spend lots of hours for a short time of period.
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Urgent


High activities, must be done.


Do after urgent activities.


Delegate


Less important.


Not Importanat


Waste of time.


Less urgent 
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