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ACE Practical Portfolio
Introduction
Reflection entails thinking about, evaluating, and meditating on past actions, behaviours, or experiences. Through personal reflection individuals can see where they are heading, determine whether or not they are comfortable with the direction, and take steps to change where necessary. There are various models that provide step-by-step guidance on the reflection process. The models include the Experience, Reflection, Action (ERA) cycle, Gibb's Reflective Cycle, Kolb's Experiential Learning Model, and the Driscoll's What model. This report aims to use the Driscoll's What Model to guide my reflection on important topics like academic writing, referencing, online learning experience, cover letter writing. 
An overview of the Driscoll's What Model
Driscoll developed a model of reflection based on 3 "What’s". When reflecting on past experiences, Driscoll suggests that people should as themselves the following questions; What? So What?, and Now What?. By focusing on these key questions people start to analyse their experiences and learn from them (Gladd, 2020). The first question "What?" requires individuals to give a description of the what the experience or situation was to set in the context. At this stage, the reader can easily get a clear picture of what is being dealt with. The second step involves a reflection of the experience by asking the "So What?" question. Individuals need to ask themselves what the learned from the experience. Finally, the "Now What?" question requires people to think about the possible actions they will take as a result of the reflection. They may consider actions like changing their behaviour or trying something new. It is not obvious that the reflection will demand a change in action or behaviour. Sometimes a person may not have reason to initiate changes as they could be doing everything they should during the experience (Gladd, 2020). The following diagram is a representation of the Driscoll's What Model of reflection.
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Fig.1. Driscoll's Model of Reflection
Referencing
Referencing is an essential study skill that every student needs to master. According to Neville (2020), referencing refer to the way academic writers acknowledging the sources of information that they use in their reports, assignments, and dissertation. Things that need to be referenced are theories, ideas, facts, figures, and quotations and also diagrams that are originally generated by another person. 
Referencing that is complete comprises of in-text citations and a reference list. In-text citations are included within an essay to acknowledge the source of the information and to support the point being raised. A reference list is well written list all sources of information that has been used. There are numerous referencing styles used based on the academic and professional disciplines. Some of the citation styles include APA, MLA, Chicago, Harvard, IEEE, and Vancouver among others. Proper referencing helps to avoid plagiarism and to demonstrate to the reader that the topic has been researched extensively and writer is well vast with the topic (Neville, 2020).


A reflection on my referencing skills
The first time I began realizing the importance of referencing is when I joined college. Plagiarism is a serious academic offence students are encouraged to paraphrase and reference their work to avoid committing plagiarism. In my first year, I was given assignments in different modules that I was supposed to research on the topics and respond to assignment specifications. I did not follow the required referencing guidelines as my work had very few in-text citations and the reference list had several formatting errors. I tried to enquire and compare what I had done with what my colleagues had done. I realized that many of us had not followed all required referencing format. I was confident that I had done a good work because at that time I was not aware and I had no experience in writing academic papers. When the deadline reached, I submitted the assignment and I was surprised when the lecturers awarded us low grades, citing many errors including not using the right style, using direct quotations with no in-text citations, and the similarity scores were above 20%. This was a serious problem.
I began to read more on the different referencing styles and how to use in the written assignments. Our instructors also guided us on this particular topic and explained why it is critical in writing reports, dissertation, and completing assignments. I began to practice my knew knowledge in all the subsequent assignments. In future I will demonstrate to the reader of my work that I have read and understood a give topic by doing the following: First, I will always ensure that read and paraphrase any information that I find useful to avoid committing a plagiarism offence (Neville, 2020). I will insert in-text citations where they are required and use the required format to create a reference list on the last page of an assignment. When consider these guidelines my grades will continue to improve and I will find it easier and interest to write my undergraduate and postgraduate dissertations.
Online Learning/e-Learning
Online learning is a common teaching method in all levels of learning and in organizations that involve training their staff. Learners and their instructors use electronic devices like computers and smartphones among others, connected to an internet (Ayu, 2020). This mode of learning is very useful where the traditional physical classrooms are difficult to organize due to non-avoidable circumstances, for instance, the current COVID-19 pandemic where social gatherings are greatly discouraged. By creating virtual classrooms students and teachers can interact and learning seamlessly, anywhere as long as they are able to access Internet.
Online learning can be done synchronously or asynchronously or even a combination of both. In a synchronous learning environment, instructors require learners to login and attend live lecture sessions. A computer program facilitates instructors and their students to see each other and interact in real-time. Students have an opportunity to ask questions or raise their concerns and they can get instant feedback from instructors and colleagues (Dhawan, 2020). Asynchronous learning environment, on the contrary, is a learning environment that is unstructured whereby different learning materials are available at different times and different learning forums. Students are not required to attend live lectures (Dhawan, 2020). Instructors can post assignments or discussion topics and students an access as complete them at their own time, but be able to meet the deadlines. Instant feedback may not be possible under this learning arrangement.
A reflection on online learning experience
I have engaged in purposeful online learning since I joined college. I have attended seal virtual classes and I can say that the experience is not only unique but it great. I was to enroll for the classes, in some modules attend live lectures, complete assignments, and contribute to discussion forums. So, at the beginning, synchronous learning was challenging because poor internet signal on my location could not allow me to follow live lectures smoothly. I was not aware of how to conduct myself in such virtual classes. Some funny background activities, unaware of, could distract the attention of my colleagues as a few who noticed what was happening could just smile. I was embarrassed to realize that my little sister was busy entertaining herself at my back. Another incident I remember was when I failed to respond to two consecutive forums. I realized that I was to login and I do the assignment when the deadline had already passed. I began panicking because I knew that two discussions could contribute significantly to my overall grade for the course. There was nothing I could do, rather accept the low grade at the end.
I noted a few important attributes of e-Learning. For instance, I noted that remote learning enhances one’s ability to balance family time and school work. It encourages me to be independent and practice self-control. I needed to remind myself of assignments I needed to do and at what time. Also, online learning enables me to interact with my colleagues at this time where physical contact is an issue of concern. 
Now that I have had a challenging experience with online learning, I consider the following to be essential for effective and efficient distance learning. When I participate any online class, I need to demonstrate self-discipline so that I am able to manage my time well (Ayu, 2020). Planning for my time well will allow me to login in regularly, identify assignments and discussions that are urgently needed, and prevent last minute frustrations. Before I enroll for live lecture, I will ensure that there is a strong internet coverage to allow me to effectively follow what the lecturers I saying and doing. I will also ensure that I perform a background check to remove things that seem distractive. When I consider these essential practices, I would make my online learning experience enjoyable rewarding. 
Cover letter Writing
A cover letter refers to a page long professional document that accompanies a curriculum vitae when a person applies for a job. The letter helps job applicants to elaborate on key areas highlighted in the curriculum vitae and concisely articulate why they are suitable candidates for the positions that are advertised (Smith, 2021). For candidates with little or no work experience, the cover letter provides an avenue for highlighting essential transferable skills that would set them apart from a pool of candidates. An outstanding cover letter should have the following components: 
The first paragraph has an opening statement that states the reason why the letter is written, the position being applied for, where a candidate first saw the advertisement. The second paragraph illustrates relevant experiences and how they are aligned with the job description. The next paragraph requires a candidate to state why they are suitable for the job and how they can help the company achieve its goals. The final part is a roundup of the letter where a candidate requests for a personal interview and sign off (Korkki, 2009; Smith, 2021).
My cover letter writing experience
A year ago, I was looking for a job and I came across a job advert issued a company looking for five sales assistants. The company wanted proactive and charismatic individuals to join its team and provide excellent customer service experience and ensure that the company achieve its goals. To apply for the position interested applicants were required submit a cover letter and an up-to-date copy of their CVs. My passion was to work as sales personnel and I saw the advert as an opportunity. Since I had a theoretical knowledge of how to write a cover letter, I quickly drafted my cover letter, convinced that it would draw the attention of the recruiter and invite me for an interview. 
I incorporated most critical information including my name and contact address, introduced myself and highlighted key skills that I considered suitable for the job. Since I had no experience in sales, I emphasized more on my transferable skills such as being a team player, possessing excellent communication skills, persuasive skills, and my outgoing nature. In the final paragraph, I thanked the reader and requested for an interview. I was so happy that my application was successful and I got the job!
Now that I have learned how to effectively write a good cover letter, the skill will enable me to articulate my abilities and my suitability for the job I would be applying for. I will ensure my letter follows a basic structure of cover letter. In the first paragraph, I will introduce myself and state the reason for writing the letter, second paragraph will entail an illustration of my skills and my contribution to the company when give the opportunity, and the final part will entail a polite request for an interview and thanking you reader for consideration. I will also ensure that the letter is one page long, regardless of my work experience. Another important aspect is keeping the voice of the letter concise, polite and formal (Korkki, 2009)
Conclusion
Reflection is a vital process that enables an individual to think about the past experiences and make adjustments where necessary. The Driscoll's model is very helpful in guiding the reflection process. I have gone through various academic experiences like referencing, online learning, and cover letter writing. Upon self-reflection, I need to continue improving in the above areas so that I succeed academically and career wise.
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