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1. Introduction 

In this report I am going to talk about my reflection on my learnings and I am going to use Gibbs model reflection to explain what I know before and what I had learn from this course.
The topics I had chosen are: Time management, CV writing and reflection

2. Reflection model
For my reflection and to show my progress, I am going to use Gibbs model of reflection (1988) with his 6 stages:
· Description 
· Feelings
· Evaluation
· Analysing
· Conclusion
· Action plan.

By using Gibbs model it should be able to identify my strengths and my professional skills. Steps 1-3 is showing what happened during the experience and 4-6 how to improve for the future.
‘’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 generalisation or concepts can be generated and it is generalisations that allow new situations to be tackled effectively.’’ (Gibbs,1988)


3. Academic and employability skills

3.1 Topic 1. Time management

a) Reflect on what you know before this term?
Time management is an essential part on the off chance that you are eager to have a beneficial way of life. To be completely honest, I have consistently had issues with dealing with my time productively. This issue had become an impediment once I got into school.







b) What you have learn?
Consequently, having classes focusing a talk about time management caused me a great deal with this issue by acquainting me with various viewpoints identified with time management: 
· planning, 
· SMART objectives,
· important/urgent matrix.
 
Figuring out how to make a particular arrangement for my every day undertakings and make a plan for the day to fill my heart with joy as beneficial as conceivable is something useful which was educated to me by the teacher regarding this talk, Mrs Barbara. What I mean by explicit is that the time-specific and nature-specific. 
Furthermore, I have consistently known about the term SMART however I didn't give it my consideration since I figured it would be much the same as numerous other pointless strategies for time the board. However, the manner in which this talk delineated this term or technique is one of a cain and has helped me in actualising this strategy in my every day life. 
For example, an objective should be time sensitive, for quite a long time I used to set objectives or undertakings and never put a cut off time or time period, so I continue tarrying until I forget about time and ultimately completing the assignment in as blemished way or not completing it by any means. So in the wake of being presented to SMART, presently each time I set another objective, I straight away put a cut off time or time period. (Britton, 1991)
Another astounding thing is important/urgent matrix to organize undertakings. Presently I can make the difference between the important/urgent matrix to prioritize tasks. By knowing the different type of task, I am currently ready to organize and complete undertakings as indicated by significance and urgency. 



c) How useful is this topic for your academic journey and employability 

With everything taken into account, this module has enlarge my comprehension of time management by risen my profitability level and made me understand how to priority.



3.2 Topic 2. Cv writing

A Curriculum Vitae (CV) is an audit of your life's accomplishments and has a basic target of building up a savvy character. Its inspiration is to plot ones teaching and accreditations and is normally required for those applying to graduate or master projects, occupation with widespread firms, demonstrating positions, affiliations, or commitments. A Professional Curriculum Vitae is depended upon to fuse a point by point history of master experience including each term of work, educational affirmations, creations, affiliations and licenses, and vital responsibilities.
a) Reflect on what you know before this term?
Before this term I thought I know how to make a CV, I really believed that my CV is good but this classes showed me differently. 


b) What you have learn?

I had learned that a CV is centered around the specific occupation or calling zone for which you are applying and draws out the appropriate capacities you bring to the table, is summarises education, experience and skills for your next employer.
I had learn that I should be no biger than two pages and should include:
· Contact detailes
· Profile
· Education
· Work experience
· Skills and achivements
· Interests
· References


c) How useful is this topic for your academic journey and employability 

This is an exceptionally valuable theme for my academical venture but more for my employability journey. First impressions count, especially when applying for jobs. 





3.3 Topic 3 Reflection

‘’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.” (Gibbs, 1988)

a) Reflect on what you know before this term?


I just started a new business like an event planner and I had decided to go for a training with balloons to perfect my art. The group project was to design a Christmas theme. After long discussion we selected the design and even if the atmosphere was very friendly, we had problem deciding the responsibility for each group member. I was little bit nervous but it was a good opportunity for me. (William, 2012)

b) What you have learn?


At first I figured I will figure out how to function with inflatables, how to make curves, yet it wasn't just about that, it was about business communication and how to build deals by utilizing different specialised techniques. Nonetheless, while chipping away at this training I understood that plan and advancement is a necessary piece of business communication . What's more, successful communication to the client by different showcasing correspondence channels like on the web, print, outside commercials likewise significant. While chipping away at this training I felt that agreement in cooperative choice making is fundamental for the task. However, at first there were a few contentions inside the gathering individuals, yet toward the end cooperative endeavors of every part brought about consummation of our task with flawlessness. I was able to improve my presentation skills and verbal communication.


Initially I thought I will learn how to work with balloons, how to make arches, however it wasn't just about that, it was about business communication and how to build deals by utilizing different specialized techniques. In any case, while dealing with this venture I understood that plan and advancement is a vital piece of business communication. What's more, powerful communication to the client by different showcasing correspondence channels like on the web, print, outside ads likewise significant. While chipping away at this task I felt that agreement in collective choice making is basic for this project. However, at first there were a few contentions inside the group, yet toward the end collective efforts of every part brought about finishing of our undertaking with flawlessness. I had the option to improve my skills aptitudes and verbal correspondence.


This training was very trying for me and was extremely devoted to my part. Despite the fact that there were contentions between the colleagues which made a few issues at first  this training made me to accept that cooperating in group can create better nature of work. Viable and helpful communication is basic for advancing and advertising of any item in business research. Working with balloons you need to have abilities and dexterity and during this training I had the opportunity to create both of them. Improved this aptitudes supported up my confidence and made me understand how I need to fight against anxiety and stage dread.


The training was beneficial for me particularly in the beginning the task. As a colleague I had the option to introduce myself and had the option to put my perspectives and thoughts. This task assisted me with understanding myself better and I understood that I can work in any circumstance with anybody. I will consistently attempt to work in similar situation  to improve myself. It was a decent learning open door for me. I have picked up experience and abilities from my partners during the training. This task make me understood the significance of communication and introduction ability so in future I will constantly deal with improving my technic and my abilities. In the end of this training I felt more confident and will consistently attempt to improve my aptitudes with the goal that I can work in any circumstance.


I have now understood the significance of planning and training alongside different specialised techniques. Every technique has its own significance. I should proceed with individual learning, how to show and build up my abilities so I would be more certain at work. I have significantly improved my technics and balloons skills.  This ability will be valuable for me as a student since that will help me introducing my work and would help in creating relational abilities. Other than these, in the wake of working in gathering project I currently feels cooperating in group is greatly improved learning experience as you can gain from every part and anything can be accomplished in a shared and arranged way.


c) How useful is this topic for your academic journey and employability 

This course has changed my mentality towards the importance of reflection. In future I will guarantee to find out about the points as completely as could be expected under the circumstances with the goal that I will know about every perspective. I will attempt to build up my relational abilities and will consistently attempt to place my ideas and thoughts before In future, I will attempt to build up my decisive aptitudes so I will be more certain at work. This experience has made me to understand that I need to invest more energy in building up my skills so I will be more sure about introducing myself and my thoughts. I will examine with my guide and associates to work out systems for building up my aptitudes as there is no restriction of learning.


4. Conclusion

I conclusion, I would like to highlight Time Management, CV Writing and Reflection are an important part of my life.

I had learned a lot about this topics and I am more confident now to use them If I have to.

I know that in the future I will be able to look back thinking that, this course had help me and improve my life finding a better job being able to reflect on the job I want, with an amazing CV and good understanding about time management.  





5. Recommendations

I should reflect more on my action and be more confident in my decision, to work on my confidence and have a positive and ca-do attitude. 

In the future I should take more responsibility, to be in control with my time management and believe in my self.
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