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[bookmark: _Toc48936730]Introduction
Becoming a reflective learner includes understanding the learning of a more mindful method. By posing questions and learning objectively of one's thoughts it makes a person become an effective learner (Gravells, 2010). Academic and employability skill is very much essential and this reflective study will demonstrate my knowledge after completing this module. In this assignment, I have focused on several topics by using the model of Gibbs’ reflective cycle to analyse my learning effectiveness on those topics, and how the knowledge can make me a better employer in the future.


[bookmark: _Toc48936731]Gibbs’ Reflective Cycle
The American sociologist and educator Graham Gibbs presented his concept of the Reflective Process in his book 'Learning by doing' in 1988 (Cottrell, 2010). The Gibbs Reflective Cycle begins at explanation and then keeps going to thoughts, appraisal, analysis, conclusion in the circular pattern and comes to an end at Action Plan, finally returning to explanation (Holmes, 2017).

Figure 1: Gibbs' Reflective Cycle (Holmes, 2017)
I have used this model to demonstrate my reflection on this module because it is very much essential and effective way to show my reflection on something. This model helps to reflect one’s knowledge and concept clearly. 


[bookmark: _Toc48936732]Selected Topics
The objective of the assignment is to analyses my learning cycle in the following topics to evaluate the effectiveness of my learning experience. The topics that I have chosen are paraphrasing, summarizing, cover letter, CV writing, and referencing. The learning cycle of those topics has been discussed in the following section:
[bookmark: _Toc48936733]Paraphrasing
Paraphrasing is to use one’s phrases to convey the meaning or thoughts of someone else. Before taking the course, this is my only knowledge about paraphrasing. When I took the lesson on paraphrasing I had no idea there are so many things that should be considered while paraphrasing the word of others in a research paper. Through my learning session, I have learned the things that should do and the things that should not do during paraphrasing the words of other writers. For scholarly learning, paraphrasing is an essential technique but still, it is so much overlooked. Generally, paraphrasing is presented in one's terms as reiterating somebody else's thoughts. Although that is logically correct, it can cause students to assume that paraphrasing is merely about seeking synonyms in the text of the original author to avoid plagiarism (Gravells, 2010). The following strategies for paraphrasing I have learned from my class:
· The first task is to read the original paragraph that I want to paraphrase, search up some phrases that I don't know until I believe I have grasped the whole context and purpose behind the language of the writer (Humphris, 2012).
· After reading the original work, the text should be obscured from sight, and I need to note down the premise of the speaker as though I was describing it to my teacher or students, in your own words (Holmes, 2017).
· Reviewing my version of the writer's concept to the initial once I have done writing. When comparing the writings, I have to evaluate the fact that whether my writing is capable of conveying the idea of the original writer (Trought, 2012).
Rephrasing is one of the most critical and essential elements of publishing. This is valuable as it lets the individual have a clearer and more detailed understanding of the writing process so that one can compose it in one's language and yet not miss the spirit and the central sense of it (Humphris, 2012). After learning the strategies of paraphrasing my job is to select a topic and collect some research paper based on that. After analysing the research paper, my findings should be written in my own words.
[bookmark: _Toc48936734]Summarising
A description is a short outline of a whole statement or debate. People summarize because the initial text is lengthy, or to illustrate important details or ideas. Synopses leave out facts or explanations which may divert the reader from the most relevant material, simplifying nuanced claims, and grammatical structures (Cottrell, 2010). The course that I have taken on summarising writings discusses the necessary factors that should be considered while creating gist of an original work. The main point to take the course is to know the boundaries of summary. Teachers try to catch the key meaning or thought from their students and sometimes comprehension is difficult for readers to combat (Gravells, 2010). Having this approach would also enable me to be responsible for understanding what the storytelling was about and expressing what they assume it was about. What I like most about my course is that it was well designed and the teacher has learnt the students with practical examples. The summary creates awareness by attempting to minimize uncertainty. Teacher of the course that I have taken tried to educate students in interpreting the material they are hearing to break down knowledge into concise bits (Humphris, 2012). The learning outcomes from the course are:
· I learned how to gather information from writing by reading the key phrases of the writing (Trought, 2012).
· Rephrasing the difficult words that I do not know and how those words can be replaced with synonyms (Holmes, 2017).
· Building a sentence in a way so that I can reflect the main idea in the writing because there is no way to expand writing in a summary.
· Conveying my thoughts is not the main purpose of writing a summary. The summary is written to briefly express the idea of the original writer.
Creating a synopsis is no simple thing, it is far easier to incorporate all the important details from an article into one short paragraph than it seems (Gravells, 2010). The program aimed to concentrate on the bigger image instead of dwelling on the finer information.
[bookmark: _Toc48936735]Cover Letter
The cover letter is a paper submitted alongside one’s CV or Resume to include further details about the candidate's qualifications and experience (Humphris, 2012). The letter includes specific background as to whether I am qualified for the position in which I am applying for. Employers consider cover letters as a means of evaluating applications for vacant positions and deciding which individuals they want to meet (Trought, 2012). When an applicant needs a cover letter, the employment advertisement should mention them. Therefore, I need to know the structure of the cover letter and the languages of writing it. 
A cover letter aims to present oneself to an agency, to show my involvement in the business or a particular job, to call attention to the resume, and to inspire the employer to meet the potential candidate. The letter is also the first moment I have interacted with a potential employer (Chaita, 2016). The course has been designed to introduce the learners with different types of cover letters based on the job role and specification. I learned the formal sentence structure of the cover letter and some killer words that may ruin the impression of the reader who will read the letter.
In the course, I understood that the CV will be complemented with a cover letter, not duplicated. The aim is to understand the accurate, information-oriented resume and to attach a personalized feel to my job application (Humphris, 2012). Finding out all about the discrepancies between a resume and a cover letter and guarantee the best impression is the main goal of this learning module. The learning outcomes of the module were:
· A cover letter will commence with the contact details for both myself and the organisation to which I am applying for the job followed by the date. 
· I would commence with a proper salutation and the last name of the receiver. If one is uncertain about the gender of the receiver, one may write the full name (Verma, 2012).
· The main purpose of writing a cover letter should be mentioned in the first paragraph followed by the unique qualifications of mine that have made me more qualified for the job.
· The closing section of the letter should contain the action verb that shows enthusiasm and confidence followed by my signature and contact information (Verma, 2012).
Creating relationships is important for finding a position that suits your career ambitions. The same goes for composing a cover letter. The biggest distinction between submitting a curriculum vitae and a cover letter is that a curriculum vitae contains the details of what one done whereas a cover letter expresses one's personality and communication skill (Hind and Moss, 2007). 
[bookmark: _Toc48936736]CV Writing
A CV, abbreviation of the Latin term curriculum vitae, which indicates "course of life" is a comprehensive document that illustrates a person's career and education experience (Pillai and Fernandez, 2017). CVs usually provide things such as professional history, qualifications and accomplishments, honours, or awards a candidate has won, assignments, academic initiatives, and professional journals. The instructor has tried to present the strategies that will make a CV to stand out. 
The class has designed to educate the learners on how to turn a dull cv into a creative resource claim in the terminology that the employer expects. The best feature of the course was that it tried to explain every aspect of the CV writing technique, but the layout of CV has been overlooked (Trought, 2012).
The aspects I choose can rely on which position I am applying for, so I have to make sure to submit the most interesting issue in my CV to focus on my eligibility. My CV should contain personal details and contact information, educational qualification, work experience, and skills. I will not need to attach my photo, pay background, the justification why I quit my former job, or references in a CV. References will be individually identified and made accessible to employees upon inquiry (Pillai and Fernandez, 2017). Also, some tips were shared in the class while writing a CV.
· I have to keep my CV concise and includes only important matter which will create a value of the CV for the job I have applied into.
· The CV should contain no misinformation or ambiguous term. I have to avoid the temptation of over-polishing my CV with lies (Verma, 2012). 
· The format should be formal without containing many shapes and icons, and before submitting the CV I have to double-check my CV for any grammatical or spelling errors (Hind and Moss, 2007).
A well-constructed CV is meant to attract recruitment agencies and is submitted to prospective employers as a submission for career ads or as a potential strategy. CVs are useful and relevant since they are one's first contact with a future employer. Therefore, I had to take the lesson to know the methods of creating a CV.
[bookmark: _Toc48936737]Referencing
Scholarly authors need to have proof to justify their claims and academic work audiences have to determine the quality of the data (Verma, 2012). A reference is the bit of material delineated or annotated that shows the user of the academic writing where the relevant facts mentioned in scientific literature derives from. There are rules and regulations to give the reference of other’s work in my writing. I have taken the class of referencing techniques to know how many types there are in the referencing system, and the rules of each type of reference (Chaita, 2016). The instructor has familiarised various types of reference with me but mainly focused on the Harvard referencing system. But I expected to learn other referencing systems to cite my work. Harvard referencing is a quoting technique used mainly by undergraduates to quote sources of news. Two styles of quotations are included:
· When I want to express the source of information in my paraphrased words, I can use in-text citation system.
· The reference list for the citations that I have included should be incorporated at the end of the assignment (Trought, 2012). 
Reference lists are produced to enable the readers to find their initial source. Referencing is often a means of offering credit to authors I extracted vocabulary and concepts from. Through quoting a single academic study, I recognize and support the author’s patent rights. After taking the course I have learned the necessity of using references in my writing (Holmes, 2017).


[bookmark: _Toc48936738]Conclusion
Focused reflective learning makes it possible for the consciousness to relax and analyse and review that providing a better appreciation of the knowledge and abilities that I have learned. By integrating structures that promote proactive thinking inside my learning framework, I will reinforce healthy habits of mindset and positive skill development (Pillai and Fernandez, 2017). Reflective work allows me to find significance and meaning in a lecture, which integrates instructional interactions with real-life circumstances. It enhances the understanding, building opportunities for learning in the future. This module helps me a lot to enhance my knowledge and ability. I have learnt many important things that will help me in future. The reflective learning of this module is very much essential for me to overcome many challenges in future.
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