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1. INTRODUCTION
This report aims to reflect on my learning in this module where I will mention 4 topics either from two terms which reflect how useful they have been to me. This whole process will be carried out using Gibbs’ reflective model.

2. DESCRIPTION
As a student from this University who is studying Academic and employability skills as part of one of the different modules, I am writing this report to reflect my knowledge I have learned about some skills such as Time management, Paraphrasing at term 1 and create a CV  and a cover letter at term 2 which I will link about the usefulness they are having in my scholar and personal experience.

3. FEELINGS
In the beginning, my feelings were a little frustrating because as my first language is not English I knew I had to fight with some new vocabulary besides I did not know how I was going to manage the information if I had to include and mix some topics about the knowledge got it from the last term and to link it with the new term. I felt a little scared because I did not know how to start my report also, I thought I did not feel like I had enough control to finish it straight away due to the circumstances. However, even though I thought it was challenging for me to complete it accurately but after having enough information to write my report for instance the structure to follow given by our lecturer was a positive point so I knew I could do it and finish it on time. So, as I was reviewing some past notes, I started to feel more confident by myself.

4. EVALUATION 
Following the module’s experience, I would like to mention that I have won a good occurrence with the subjects taken for the assignment because since in this way it let me to investigate and to understand the information given because not all the information was important so I had to divide which were going to be useful for me and those that do not. For example, a positive point was that student books were delivered on time so I had time to check it and to have a general vision about what I was going to write and how will be the steps to follow. Besides it has enough content to understand each topic easily.

5. ANALYSIS 
First of all, as I have mentioned in the previous part, I will start writing a brief description about the skills I have chosen to analyze and then link them to my experience which are the followings:
5.1 Time management: as we know this important tool let us organize and divide time for complete specific activities in a shorter period at the same time it give us advantages to have new opportunities with less stress because if we accurately prioritize the time we can focus in another important aspect which leads to having favorable results. So, the aim to achieve this is having special attention in the organization, prioritizing, planning, and delegation as one of the important skills to carry out this efficiently

About time management I have learned how this method can involve different aspects to achieve goals also the importance the time value which has to be distributed in a proper way where if we can manage it we can develop or improve some skills and it can be a very useful tool for my life. Remembering last term an interesting point was about Eisenhower (picture 1) method which explains about how to prioritize different activities so linking this point I would like to mention that our lecturer taught us how efficiently can be to have diaries or organized paperwork so due to that recommendation I got a diary where I write my “to-do lists” for a week so it has helped to me to engage activities with my son and also to have time to share with my family who lives abroad and of course to have more time for me to distribute my scholar and personal life so now I can have timetables week keeping time diary without wasting of time. I work in a restaurant so I started to apply time management as a tool to put in a balance which duties should be primary and the other which can be secondaries, so it aids me to be more productive. To sum up, as a result of all of this I could get efficient time management which supports me to have a good habit of organization, prioritizing and planning structuring weekly activities.
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5.2 Paraphrasing: this point refers to pass the information that a person has read and then put the same meaning but in their own words. To achieve this is important you have a good reader, writing skills and be able to use synonyms, changing word class, and changing word order which are techniques used to present the same meaning but in a different way as part of paraphrasing. 

As a good example about how useful is being this point and the impact it has had on my school life, I would like to highlight this report is being written with a previous read in a source, the same which first of all I had to read, understand and trying to write with the best and proper words to be understood for the reader. Previous assignments I had to do the same so in effect, I have developed my reading and writing skills due to this paraphrasing study who have been improved and put them into action, this has involved transferring information in my own words.

5.3 Create a CV: a curriculum vitae is a document that includes personal details, education, employment, skills, interests, some additional information and references, the same ones that have to be convincing for an employer, and therefore have an opportunity to be selected in the recruitment process.

One of the relevant topics I have taken from term 2 was to learn about how to create a good CV. This information was very important for me because after I had this class and check my actual CV I realized that I had some mistakes with the steps followed to create a Curriculum Vitae so for example I realized I had to change the structure and delete some no relevant points.
For instance, I started to write with bullet points rather than full sentences because it was easier to read also, I underlined the keywords to make sure my document will have a proper structure for then be sent to a company.
I would like to change my actual job. After all, I want to apply for a flight attendant because I have previous academic experience in the aviation sector so I have learned about CV was very useful for me to create a new one with a good structure to send to different companies. Although I know in some cases the format is not the same as is the case of flight attendant CV, I made sure to follow and include the steps given at this module so now my curriculum looks better and professional than before.
Besides, after this course and others objectives, I am planning will affect my circumstances where my CV will be extended with new skills and studies so at this point I will have more details to add so an important tool was to know that my curriculum has to be no longer than two pages.

5.4 Cover letter: this is a professional business letter which provides an employer an introduction to your CV which should include some information such as what are the reasons that have led you to contact with the company.
For me was interesting to learn about how to create a cover letter because I did not have the idea of the importance to add this to a curriculum.
So, after having learned this lesson I started to work in create my cover letter writing it correctly but without repeat the information in the next pages to attach it to my CV so for future interviews I will send this document. I will need to make some changes in some cases such as put points in a different way for instance if I know whom I am writing to address someone I will start with Dear Mr. Brown as an example or if I do not know the sender, I will write Dear Sir/Madam, I will apply this for a futures nominations but that depends on when I send my cover letter to a company.

After having analyzed each point we can see how important and relevant it has been this information and has involved to my personal life and how it has affected in my situation because each tool and knowledge taken at these terms gave me a better comprehension since I have had to study them more deeply.
Also, for all of this has been possible, the SWOT knowledge was a great ally because it helped me to manage my strengths, weaknesses, identify opportunities and threats that could occur in the development of this report.

6. CONCLUSION 
This has been a useful process for my University studies because it helped me to understand in a better way the concepts mentioned above which I have studied at this particular module allowing me to make a deep investigation of each one. 

7. ACTION PLAN 
If I had to repeat this report to improve it first of all I think I would schedule my task to start writing it sooner instead of leaving for last time. Besides I believe it would have been easier if I showed my writing first to my teacher so I would have gotten comments to improve my planning so for next time I am sure I will try to finish my assignment as soon as possible to get feedback from my lecturer.
As well as we currently know everyone in the world is facing a big situation difficult to manage, the same one that has prevented us to continue with our daily lives so particularly for me was a challenge to complete all my tasks as a student mother without any help at home.
Despite that I have dedicated the necessary time to complete with all the evaluation requirements. Moreover, I am sure if the circumstances had been different, I would have spent more time reading more books which would have led me to have a broader knowledge of each subject also I would have liked to have more contact face to face to deal with lecturers because for me it is easier to understand in that particular way.




8. CONCLUSION 
This report I reflected my learning of term 1 and term 2 is a reflection of a useful process which have been of great help to establish a connection with work, student and personal life experiences so the concepts mentioned above have allowed me to demonstrate how theory can be put into practice since there has been a great change before, during and after this experience when analyzing each point from a personal perspective resulting to continue applying everything that has been learned in the future. Besides, I have learned new concepts from different sources so I can compare with my beginning knowledge nowadays it is wider.
Another important point is after writing this reflective report I can think to myself and to see if there are aspects where I can to improve or what I can do to get that improvement.
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