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                                   1. Summary 




This is an academic report where I reflect on what I have learned so far in my Academic and employability skills module using Gibbs’ model of reflection. I have selected five topics to reflect on, which are: Summarising, Paraphrasing, Referencing, Cover letter and CV writing. For each of this topic I will write a summary of my reflection for the purpose of using my critical and reflective thinking to show my knowledge of each subject. I will also include in my summary for each subject my knowledge before taking this class, during my class and after the class and how do I put this knowledge into practice.



                                   2. Introduction 


          Reflective learning means looking back at experiences and apply what we have learned and understand from that experience. (Jasper,2003)
Reflective learning consists of critical evaluation of learning, identification of the area that needs more growth and learning at own initiative. (University of Kent,2012)
Reflection is an essential skill that involves thinking and is very important in the learning process. (The open university& Unison partnership,2020)
Some of the benefits of reflective writing as a student are:
-performance improvement, helps you identify a problem and improve on your weakness
-development of critical and analytical thinking 
-helps in overcoming challenges and improves problem solving skills
(Reflective teaching journal,2020)
Reflective learning is an essential skill not only for academic study but also a very important employability skill.
In this assignment I will use Gibbs’ reflective cycle and apply this theory on to five different topics that I have selected from the learning sessions that I had so far. This will give me the opportunity to demonstrate my knowledge of each of these subjects, my analytical skills and a practical application of this knowledge.


                            	3. Gibbs’ reflective cycle 



          Graham Gibbs was an American sociologist and psychologist who published the idea of a reflective cycle model in his book called ‘Learning by doing’ in 1988.
In this model Gibbs’ describes a cycle consisting of 6 stages based on repetition to achieve a better understanding through systematic thinking.
The stages of Gibbs’ reflective cycle are:
-description, meaning to describe a situation without making a judgement or conclude the situation.
-feelings, meaning just a description of feelings without analysing 
-evaluation, this means to judge the situation, what was good and what was bad about the situation
-analysis, meaning to evaluate the situation, what is your understanding of the situation 
-conclusion, after analysing the situation, what did you learned and what do you believe you could have done in a different way? 
-action plan, what is your plan of action to deal with similar situation in the future, in a more effective way? (Mindtools,2020)
After completing the six stages you return to description.

	

Gibbs’ reflective cycle illustration 



                                                                                           Figure 1.



The advantages of using a reflective cycle are:
-it has a structure that you can follow 
-provides a start point 
-allows learning through observation and reflection 
The disadvantages of the reflective cycle are:
-may not be applicable in every situation
-is running process, meaning a continuous cycle of improvement (University of Cabridge,2020)
In my academic report I have used Gibbs’ model of reflection because it helps me develop a better understanding of what I have learned so far in my module using my thinking skills.

4. Topics selected 

                               4.1. Summarising 


A summary is a small description of the main points in a text.
Summarising is condensing a text into a smaller piece of work highlighting the main ideas in a meaningful way.
Summarising techniques are very important like Bailey, (2015)
Mentioned in Academic writing for International Students of Business, some of these techniques are:
-read the text and check the words that you are not familiar with
-highlight the main points and make a note of them
-paraphrase the main points
-summarise using your notes and check your structure
-check your summary for any mistakes and make sure you covered all the important facts 
Before having the lesson about summarising in class I had a basic knowledge about summarising but now I know that summarising is an academic skill very important and that there are certain techniques to follow in order to achieve a good summary. Through my lesson I have learned what to do and not to do when writing a summary. I have learned that in a summary I should:
-use a structure similar to the original text 
-note the main ideas 
-check your summary against the original to make sure that is clearly understood 
And I have learned that I should not do:
-write about my own opinion about the text
-copy any quotes but instead I should use my own words 
-I should not include any details but only include the main points on the text (starkstate.edu.,n.d.)
I have also learned while doing my own research about summarising that not everyone is able to successfully summarise a text and that many students have difficulties. Many of these difficulties can come from lack of competency in English, insufficient vocabulary or insufficient understanding when reading a text. (Flores,2019,p.292)
Summarising is an academic skill that I can use not only as a student but also in my workplace, this will help me demonstrate my ability to extract the most important information from a context and show my level of understanding.
I have concluded that after learning about summarising I have improved my thinking strategy skill and that I can take decisions in a more efficient way. (TeamTom Education,2018)
I have realised that summarising helps me increase my ability to remember, to understand and to focus on the main ideas.
Now that I have learned a new skill, I feel more confident and I am able to achieve better results in my future study and in my workplace.


                        4.2.  Paraphrasing 


Paraphrasing implies formulating another person’s thoughts in your own words and keeping the meaning of the original source. (Grahan,2018)
Before learning about paraphrasing in my module I only knew what paraphrasing means, but I did not know how important paraphrasing is in academic writing and the steps you need to follow for paraphrasing correctly.
These are the steps that I have learned from my lesson about correct paraphrasing methods:
1.Read and understand the text 
2.Write down the main ideas 
3.Write your version of the text
4.Compare your work with the original text to make sure that is not the same text and make changes where it looks similar
5.Make sure to cite the source (Grahan,2018)
I have also learned from my lecture the techniques I can use for paraphrasing; this are:
-change the point from where you start the sentence, do not start from the same point as the original text
-use synonyms
-change the structure of the sentence, for example change it from active voice to passive voice 
-split the information from one sentence into more sentences 
During my lesson I have learned that correct paraphrasing is essential in academic work to help me avoid plagiarism and that I should use quotation marks if I use the same words as the original text and I should always cite my work.
After finishing this lesson, I have significantly improved my knowledge and understanding about paraphrasing. I am now more confident and as my next step I will be able to achieve better results when I will apply this knowledge into my academic work.


                 4.3.  Referencing 

Referencing is the acknowledgement of sources that are used in an academic work.
For me the most significant aspect of referencing is when I learned in my class that if you fail to reference the academic work correctly that is a misconduct and is called plagiarism.
At the time I did not realise that Harvard referencing style is used in most of the universities in the United Kingdom.
I have also learned in my class that there are two styles of referencing:
-in text citation, this means to only mention the surname of the author and the year when that article was published and put this information in brackets
-reference list, this is a full list of all the sources that have been cited in the work and the list should be placed at the end of the work. (Scribbr,n.d.)
During my class our tutor also advise us to use the library portal where we have all the information that we will need during our academic year about referencing.
Additionally, I have learned that the referencing list should be arranged in alphabetical order and should be easy to direct the reader from my in-text citation to my reference list for more information.
Furthermore, I have learned during my lesson that there are many styles of referencing like APA,IEEE and MHRA, but the one that we will use in our academic year will be the Harvard referencing system.
I have significantly improved my understanding about Harvard referencing system after my class. This lesson was essential to me as a learner and will help me achieve better results especially in my assignments.
However, I have not yet practiced enough the Harvard referencing in my work as this is my first year as a student, but I believe that by the end of my academic year I will be even more confident and gain even more knowledge trough practice.
As a next step I will make sure that my work is always cited correctly using my knowledge that I have gained in my class.

      
                 4.4.  CV writing 

A curriculum vitae also called a CV is a complete document where you state your work and education history and your skills and achievements in a personal presentation to a potential employer with the aim to convince them that you are the right person for job that you are applying for.
In another words a CV is a way of introducing and promote yourself to a potential employer. (National Careers Service,n.d.)
For me the most useful learning idea during my lesson was that a CV should be tailored to the company and job description when I apply for a job and that I should match my skills and experience to employer’s needs.
At first, I did not realise that my CV should be updated and tailored to match the job description of the job that I am applying for, instead I used to only write general information about me on my CV without being specific to every job I was applying for. Later during my class, I have realised how important this is.
Having discussed in class about CV writing I now know what I should include and what I should not include in my CV.
I have learned that in my CV I should not include:
-work experience that is not relevant to the job that I am applying for 
-staff that is personal like religion, marital status, age, grades or salary information
-hobbies that are not relevant to the job
-lies
-should not write more then 2-3 pages 
-references should not be mention instead I should just say that references are available upon request
-I should only use a professional email address 
-I should not put a photo of me on my CV
-gaps in my employment that I cannot explain (Smith,2016)
And the things that I need to include in my CV are:
-name and contact details, this should include name, email address, telephone number and address
-personal statement 
This section should include qualifications, education, the industries that I worked in, skills and problem-solving actions from previous jobs. This is the section where I convince the potential employer that I am the right person for the job.
-skill section
This section should include bullet points to highlight my knowledge and my skills related to the job description.
-work experience 
This section should include a reverse chronological order of my work my work history starting with the most recent job.
I should also include any voluntary work and I will need to describe my role for each job, responsibilities and achievements.
-education and qualification 
This should be related to the job that I am applying for and I should start from mentioning the most recent one first.
-hobbies and interests 
This should only be mentioned if is relating to the job application. (Fennell,2020)
I have significantly improved my understanding and knowledge about CV writing after my learning session.
I have not yet put my knowledge into application, but this skill will be essential to me when I will start applying for a job.
My next step will be to put all my knowledge into practice and start creating my CV using all the techniques that I have learned during my class.


                4.5.   Cover letter 


A cover letter is a piece of document that is usually sent together with a CV to a potential employer. 
A cover letter is addressing to a potential employer regarding the job that you are applying for highlighting why you are the right person for that role. (Cheary,2020)
For me the most important aspect of writing a cover letter were the elements that I should include in my cover letter.
Previously I knew what a cover letter is, but I did not know about the importance of writing a good cover letter.
A cover letter is equally important as a CV because it can help in getting a job, is more personal and is an addition to a CV.
Having learned about cover letter I now know that this are the elements that a cover letter should consist:
-a header 
This section should include my contact details like name, address, phone number, and email address and this all should be written on separate lines.
-a salutation 
This should address to the hiring manager; it is good to do research and use the actual name of the manager if possible 
-a introduction 
In this section I should write details about myself and mention why do I want that job. It is good to do a research about the job attributes and to mention how I will achieve this attribute in the cover letter.
-about qualifications
In this section I will write about my experience and qualifications that apply to the job, I can also include examples of my success from previous projects.
-goals and values 
In this section I will write about what I like about the company that I want to work for and describe how their goals are matching my goals and how this will benefit both the company and me in the future.
This will show that I have a positive attitude and that I will fit well with the team.
-call to action 
In this final step I will present a summary of my interest in the job and suggest the next step for my application. I will make sure to say thank you to the manager for their time to view my application and mention that I would like to talk more about this position or arrange an interview.
-signature 
I will use a closing phrase like sincerely, best regards or respectfully and put my signature. (Platt,2020)
Most importantly I have learned a skill that will benefit me a lifetime and I will be able to write good cover letters when I put my knowledge into application.
I have significantly improved my ability to write a cover letter and this makes me feel more confident and have more success in the job market.
This knowledge will be useful to me every time I will make job applications.
I have not yet put my knowledge into practice yet but as my next step I will start using my new skill and write a cover letter.


                            5. Conclusion 


Reflective learning has helped me in developing a better understanding of my weakness and strength.
I have learned that identifying problems and finding solutions is an essential skill that I will use not only as a student but also as an employee.
In this assignment I have demonstrated my learning evolution and my plan to continue to maintain and develop further my personal and professional skills using reflective learning.
This course has given me a structure to work with and I am planning to use it in my further professional and personal development.
I have learned from this course that the learning process is a continuous cycle, and that theory should be put to practice.
My conclusion is that through this course I will continue to gain more knowledge and be more prepared to face challenges and to develop 
myself further. (Johns,P.,2004)


                            6. Recommendations 

· Reflective practice promotes self-improvement and better understanding 
· The Reflective process will help me understand and plan my actions in a more effective way 
· I will try to apply the theories of reflective cycle on to my experiences to identify my weaknesses and strengths in order to make better decisions in the future 
· I will use Gibbs reflective cycle as a structure in my reflective practice to develop my critical thinking and problem-solving skills
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