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This reflective writing introduces  my learning experience in this module, using recognized models of reflection. I will also mention 2 topics what I have learnt from previous term and their names are “Gathering relevant information / note taking” what I have studied on week 4. The second topic what I am going speak about is “Paraphrasing “what I have studied on week 5. I also going to speak 2 topics from this term by reflecting how useful they have been to me, taking consideration what I have already knew.  These are Curriculum Vitae, and Cover letter. I used Boud’s model which perhaps the simplest model to provide a better structure my learning. I wanted to be more specific because of this I have used Kolb’s experimental learning theory which he stated that “learning is the process whereby knowledge is created through the transformation of experience" (Kolb,1984, p.38). The model has 4 stages: Experiencing, Reflection, Conceptualization and Planning. I will also use other theories. 

 As a University of Wales Trinity Saint David ( UWTSD)  student I have learned to appreciate the time and wanted to know the “true “ meaning of work or what the lecturer intended, however I now realized this seems to be complex.
I thought I am thinking good, but throughout the assignments I have issues about my academic skills. Instead of focusing what the lecturer expectations are , I have learned to ask “why" on many different topics. I have challenged myself and went deep as possible to understand these expectations and which things takes me to improve my academic skills.   I was also reading different books, articles lecturer notes from Moodle, has helped to broaden my knowledge and I realized if I want to achieve what lecturer expect first, I need to ask questions before I start working on my assignments.  As Boud’s model has questions to “what?” “So what?” and “Now what?  helps to find answers to description, analysis or outcomes even the action or behaviour about myself.
When I came to the topic “Gathering relevant information/ note taking on week 4 from the previous term I felt this is the topic what I know how to do it. I thought what I read I have to copy out everything.  I knew when the lecturer speaks, I need to take notes, but I did not take the time to discover how to take notes effectively. Instead I have tried to ask my classmates to share their notes with me or use tape recorders. It seemed a good idea, but I found out later on, in a academic  context note taking is  as important as assignment  writing . Note taking should have a purpose, should be well organized and can be a time  savings  skill. As Rowntree (1976:112) said:” Taking notes will help you to extend your attention span. Or another author suggests that “ taking notes will help you to  remember what you have heard or read ( Kesselman- Turkel and Peterson 1982:3) also note taking helps you to organise the ideas you are learning about( Kesselman – Turkel and Peterson). When I understood the reason for taking notes, I had to learn how to use my notes to become effective. During note taking topic I have learned some general note taking tips, how to deal with taking effective notes from reading materials and how to take effective notes from lecturer. As Rowntree outlines (1976: 40-64) what he calls the ‘SQ3R’ and suggests that students should use these activities in order get most from a reading. S- Survey, Q- Question, R- Read, R-Recall, R- Review. 
End of note taking topic I have realised  I knew less than I suppose to, but my knowledge about note taking has been extended and now I know that note taking is an important academic task that helps me to keep in mind what I have learnt and helps me in my assignments. Also when I taking notes can try different techniques  like Rowntree SQ3R. Effective notes  can reduce my study time and increase my retention of knowledge.
Another topic what I have learnt during my course is “ Paraphrasing “.  I had no idea how difficult it was at first when I have tried to understand what Bailey explained about “Paraphrasing means changing the wording of the text so that is significantly different from the original source without changing the meaning. Effective paraphrasing is a key academic  skill needed to avoid the risk of plagiarism,  and to demonstrate your understanding of a source. This unit focuses on techniques for paraphrasing as part of the note- making and summarising process “.( Bailey 44) 
I found myself inwardly questioning “ what paraphrasing exactly mean?” How I am going to understand the process of paraphrasing ? Now how am I going to take one step forward if one block missing from the foundation? As the Asia- Pacific Education Researcher( De la Salle University  Manila (2012) explained “ Research has shown that the reasons behind  student's  textual contravention  include lack of knowledge  about plagiarism  and paraphrasing, task / text difficulty and topics familiarity.” In the  class we practised more than two weeks how to paraphrase from text, from book etc. Also, the lecturer gave us lots of class in exercise plus homework to help us to get familiar with paraphrasing. It was shocking to me knowing nothing about paraphrasing and I felt I need to do something more by myself even with lots of class in exercise I still felt I am too far to process a good understanding of paraphrasing. 
I dig into myself deeper and deeper, to start doing research with some reading such as books, journal, lecturer notes etc. I have found some good explanations on YouTube (Diveln ,Learning, 2013) where says step by step process of paraphrasing. Step 1.  I cannot paraphrase what I do not understand. Step 2. I have to read carefully and make sure I understand what I am reading ( is basically  comes from my understanding). Step3. Go away and take a break, it means, let the information what I have understood process and become part of my brain. Step 4. When I return from my break rewrite in my own words without looking, changing grammar and vocabulary.  I also used my lecturer notes to make sure I am using the right techniques  to present the same meaning differently by using synonyms such as “ argues> claims" or wages > labour etc." or changing word class such as “ explanation (n.) > explain (v.) and changing  word order. The lecturer notes also saying whichever techniques I will use I need to  bare in mind my sentences  must keep the meaning of the original, have to have different structure, have to be grammatically correct, and have correct spelling. 
I felt so relieved when I understood how to deal with paraphrasing , using it in the  correct way, as “ a key academic skill needed “ (Bailey 44)
The next topic what I have learnt this term is CV writing.  I knew something about Cv writing before as I had applied some jobs before and I needed Cv what is “ a document aimed at convincing an employer that who you are, your qualifications  work experience and your skills make it worthwhile for them to offer you either work experience  or a chance to move forward in a formal selection process “. (Morgan, 1997: 339) The lecturer also gave me a really good explanation about CV writing, remembering how she put on her notes and put them on her presenting slide to show to the class. First what she was doing put the “I" in the middle of the slide and all the other words what it should be in the CV put around the “ I" such as “ knowledge attribute skills, other thing. It made me more clear the CV is all about me , my personal such as name, email address, contact telephone :home or mobile, address, educational like title of the qualifications, what date got the qualifications,  also the result and to make sure I list most recent qualification first,  or work experience such as start with most recent work experience.  Also, I need to mention the name of the job what I did there in few words. If I mention relevant skills, hobbies, interest and achievements that can give me an opportunity to show them I do more than work and study. Also, I help employers what motivates me and what I enjoy. Of course, the references should include in the Cv as “Referencing available on request". CV presentation and Formatting is very important as “power word (Morgan, 2017:356), no spelling mistake etc. to gain the employers interest when he/ she look at my CV. We practised CV writing in class as well.
In summary I have learned a good CV can be an invitation for a job interview which is a step forward to achieve what I really want in the future. 
The last topic what I am going to write about is a Cover letter. Cover letter was not new to me as I did some in the past. “ Covering letter is a professional business  letter which provides an employer with an introduction to an accompanying CV. ( Morgan, 2017: 339) I felt relieved  a bit when we came to that part of the course because  I knew I do not need to start from the beginning to understand the process of Cover letter. Is an essential part of any job application because of this needs attention to do it right such as CV. First if I want to be honest, I got confused with personal statements for my Cv, but later or sooner came clear in my mind the cover letter should complement my CV. Cover letter is brief while making sure is emphasises the job what I am applying for. There are few sections it can be broken down: First can start with the opening statement such as the position I am applying for and where I saw it advertised and of course when I can start the job. Secondly, I need to cover why I am suitable for the job, why I am interested or attract the job, what I can offer for the company or organization. Thirdly mention my relevant experience and what skills I have for the job and summaries any strengths and explain how these could benefit for the company. Lastly finishing your cover letter by mention a personal interview and it's time to give un- available dates, and also say are you looking forward to receiving a response. I also learnt how to address my cover letter if I am struggling to find a named contact, using Dear Sir/ Madam, Dear Hiring manager, Dear Human resources director etc. And the sign off is depends how I addressed my cover letter. If I include a name I am using ‘yours sincerely'. If I do not use names, I sign off by ‘yours faithfully ‘. The lecturer also made us to write a few covering letters in class by giving some clue and get us familiarising the cover letter.
[bookmark: _GoBack]In summary using my lecturer notes saying “CV is the bones, a cover letter provides the linkage and muscle" is summarising why I am suitable that job where I am applying for. In two words I need to “sell myself".
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[Your Name]

[Address]
(for this exercise please leave blank)
[Hiring Mmanager's name]
[Hiring manager’s Company name]
[Company address]  Hof ZowioN
[Today’s Date] 2. Q%. 2020 l"(
thwatte
Hran n?m

Dear Mr/Mrs/Miss/Ms i ; )
| wish to apply for the role of QAM { nl‘ﬂﬂgr currently being advertised on Mo Ué
Please find enclosed my CV for your consideration,

As you can see from my attached CV, | have over

Aas dunng thls tlme make me the nght/perfect
candldate for the role.

Sueer \»‘1 QJLVQ\\QM-(_Qb
In my current role as a« {4 wio Gl at_ ba &

, | have been responsible for

:j:cagzzu [lnserrgséllls(,‘gelevant“t?z Z):;rg{f{,"k e %
h\;s r~1elped WAL o WA 09‘“_7 Q400 od éej (Silol - | am confident
that | can bring this level of success with me to your organisation and help A s Yo
C alse  de Disdribudcow t s
Vi calisg Wao ey

- With my previous experience and expertise, | believe my

All of this, coupled with my enthusiasm and
Ve odirg (s ofﬁ

contribution will have « SU.CC QI Yl el i Qsckiot
Chouajandas) SUCCe o
Thank you for Fiwe . | look forward to A ro 0 W

Yours sincerely/Yours faithfully,

[Your Name] _ U ATRLIA Forop

[Signature - if desired]
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