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1. [bookmark: _Toc49283282]INTRODUCTION
This reflective writing report details the experience I had during the topics covered in Term 1 and Term 2. I am going to reflect on four topics (CV Writing, Writing a Cover Letter, Time Management and Analytical and Critical Thinking) using the Gibbs reflective Cycle which has 6 stages. 

[image: Diagram of Gibbs' Model of Reflection.]
Figure 1:The diagram for Gibbs' Reflective Model (1988)
The main points Gibbs writes about are the following:
· Description – explaining what happened in the learning experience.

· Feelings – The rational reaction to the whole experience. For example, when talking about Gibbs, it first seemed daunting to me because the diagram had a lot of points.

· Evaluation – what felt good and not so good about the experience.

· Analysis – After the reaction, how did I make sense of it?

· Conclusions – split into two parts: general conclusion, which talks about the general, paraphrased analysis, and a specific conclusion, talking about my own specific way of working.

· Personal action plan: probably my favourite part of Gibb’s model, the things that I will / would do differently in the future, if a situation rises like this again.




2. WRITNG A COVER LETTER

[bookmark: _Toc49283284]Description
In week 3, I was taught about how to write a cover letter, different from a CV. My lecturer’s aim was to let us know what exactly a covering letter is and to know what it should include.
[bookmark: _Toc49283285]Feelings
Reading the resources given to me, learning about covering letters surprised me because the way they arranged a covering letter was different to the way I was used to my own. There was a lot more features of a Cover Letter than I thought.
[bookmark: _Toc49283286]Evaluation
For me, the experience of reading about cover letters were okay, because I benefitted from the lecturers about cover letters. If I was able to get direct teaching, I believe my knowledge would be much better.
[bookmark: _Toc49283287]Analysis
I understood the Cover Letter as an essential part of applying for jobs past the CV. To me, it is like an extended personal statement. The lecturer said that I need to tell the employer how I found the job offer, how good I am at on the job I am applying for and giving basic interests about myself. I essentially had to “sell myself” to the company in order to stand out among the crowd.
As an example, they used a person applying for a role of a manager, saying “I wish to apply to be a sales assistant”, which the person would explain how they found the job offer, explain their skills that make them a good candidate to be a manager and other interests that relate to managerial skills.
I believe that covering letters are my employer’s personal introduction to me. It is one of the first chances I have to impress my employer and why I am suitable for the vacancy.
[bookmark: _Toc49283288]Conclusions
In conclusion, I learned about what a cover letter contains, and that a good Cover Letter can help convince the company I am applying for to employ me.
[bookmark: _Toc49283289]Personal Action Plan
Now anytime I want to apply for a job, I know now to research the company thoroughly to be able to relate with them to their company more. I know now to avoid walls of texts, and more so that I should explain myself.




3. CV WRITING
[bookmark: _Toc49283305]Description
In CV writing, I learned about the importance of a CV and how to write one.
[bookmark: _Toc49283306]Feelings
I was neutral towards CV writing. As a working man, I had a satisfactory level of understanding, so I was not too surprised about what I was learning. Although I may have learned a few new things, I believe it would be normal for me as a worker to include in my own CV.
[bookmark: _Toc49283307]Evaluation
I think that learning about writing a CV was not too different. I was happy with the quality of the lecturer’s slides talking about it.
[bookmark: _Toc49283308]Analysis
Taken directly from my lecturer’s slide, they explain what a CV is:
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.”
(Morgan, 1997: 339)
My knowledge of CV was very similar to what the lecturer had put in the slides. Contrary to a cover letter which is more of a personal introduction, I understood it as the CV being a proof of qualifications and achievements suggesting the potential skill of an employee i.e myself. A very formal document, it is like having a personal business and asking other businesses / people why they should invest in you. To this end, including knowledge, skills, attributes and interests are the four main points of a CV.
[bookmark: _Toc49283309]Conclusions
In conclusion, I mainly learned about the length of the personal statement, since the cover letter goes in more depth to me as a person.
[bookmark: _Toc49283310]Personal Action Plan
I believe that I used to make the personal statement too long. Now I know that it is short, I can let my personal statement be one sentence to advocate the company I am applying for to look at my cover letter.





4. [bookmark: _Toc49283297]TIME MANAGEMENT

[bookmark: _Toc49283298]Description
In my lecturer’s week talking about Time Management, the aim was to allocate time effectively and efficiently.
[bookmark: _Toc49283299]Feelings
Learning about time management, I enjoyed the teaching. The lesson challenged me to re-evaluate my time management in different areas in my own life which I found rewarding, Even before I had made sense of everything from the lesson, I could tell I can apply the knowledge learnt in this topic to my daily life. 
[bookmark: _Toc49283300]Evaluation
With the experience of learning time management, it was good for me because it allows me to organise myself properly. I enjoyed learning about TM as I was able to expand on my understanding of it and have a real positive effect in my life. There was nothing I didn’t feel well with the resources given.
[bookmark: _Toc49283301]Analysis
The aim of good time management is to achieve a balance of the lifestyle you want. Knowing my goals will help me plan better and give a bigger focus on the things that help achieve those goals. In order to achieve these goals, using SMART tactics (Specific, Measurable, Achievable, Realistic, Time-Related) helps keep me on track for what I need to do by analysing if the current action I want to take follows these guidelines.
My knowledge of time management before class was very simple in “common sense” and therefore it had a lack of importance to me. I am naturally not a planner, usually going through most of my days without a real plan unless something I classified as important was needed to be done. From this week, I understood the importance of timetables, which help keep someone like me scheduled for the day.
[bookmark: _Toc49283302]Conclusions
In conclusion, I learned about daily time management, managing tasks, implementing daily and weekly to do lists and setting SMART goals. This will help me in managing university lectures and group work.
[bookmark: _Toc49283303]Personal Action Plan
My knowledge of time management before the class was just to keep my appointed time. But now, in the future, I plan to do what is important and urgent in my daily activities, avoiding things that is classified as wasting time. If I am applying for a job, I can apply SMART goals to help prepare myself for a potential interview, getting the necessary resources for the interview and getting to the interview early / on time.

5. [bookmark: _Toc49283290]ANALYTICAL AND CRITIAL THINKING
[bookmark: _Toc49283291]Description
On Moodle, the aim of analytical and critical thinking was to understand and improve these two thinking skills. I learned the concepts of them, did some examples.
[bookmark: _Toc49283292]Feelings
Reflecting on analytical thinking, I feel better about it. Even though I did not really know or understand about analytical thinking, learning about it made me feel more comfortable about using it from day to day activities.
Critical thinking I was more in tune with, simply because it was more common knowledge about thinking fast.
[bookmark: _Toc49283293]Evaluation
I liked the relevancy of analytical thinking. Not only does it help with general creativity, it is relevant in workplaces. Since I have a job in a company, I was happy knowing that I can apply most of the topic’s skills to my workplace.
However, there was too much things to gather in analytical thinking. I felt that there were too many slides when writing down notes from the slides. Although it helped me to do further research, I would have liked if the week was a bit simpler.
Learning about critical thinking was a lot easier for me in comparison, because I was able to apply my pre-knowledge to understand the concepts of it better.
[bookmark: _Toc49283294]Analysis
[bookmark: _GoBack]Analytical thinking is about the mental process of breaking down complex information or comprehensive data into smaller parts. It is basically being able to solve problems. This includes doing research on an issue, analysing data, finding out problems and solutions and troubleshooting. For example, in some of my university grous, being able to think about the task and assignment given will lead to a breakdown of what needs to be done in order to pass. Analytical thinking encourages critical thinking.
Critical thinking is actively and skilfully analysing, conceptualising, applying and/or evaluating information gathered from experience, reasoning, or communication as a guide for fast action. In short, using the ability to reason. I understood it as being able to think fast and adapt under changing circumstances in different environments. For example, at work, being able to sort out problems at work effectively and with speed (someone is sick, a computer is not working).
The two thought processes are very similar to me. One deals with simplifying knowledge, the other deals with the application of given knowledge to move forward. The two processes are important, especially in workplaces. With analytical thinking, it is being able to think up or concoct a solution to a problem that arises in the workplace, such as a supervisor or manager not being available. Applying capital thinking is being able to apply that solution quickly, like assigning a temporary manager or even taking the mantle of the manager and using their own skills to manage the workplace.
[bookmark: _Toc49283295]Conclusions
In conclusion, I learned about the analytical thinking and the examples to apply the process of analysing within organizations, creativity and research.
With critical thinking, I was able to realise how important it was as a skill in the workplace. It can help teams I am in make good decisions whilst avoiding uncertain ones.
[bookmark: _Toc49283296]Personal Action Plan
Learning about these two skills, I know that not only analysing issues and problems are a good skill, but actually being able to apply a practical solution towards it. In my university team groups, I can use these skills to bring together other people’s designs, solidify creative ideas and use them to help me get a better grade.

6. FINAL EVALUATION AND CONCLUSION

In my final evaluation, I believe the topics I covered in this report were very useful because they helped me have a better understanding not only being able to change my personal life, but being able to work effectively in a work or school environment.
From writing a CV and Cover Letters to get a job, to managing my time with Time management and being able to do well in terms of analytical and critical thinking, I believe that the reflective skills used will greatly benefit me for the future of this course, and for my work life.






NB: For the first three lessons, I was not able to attend because I had recently undergone surgery on my gallbladder, which caused me to be in the hospital for a period of time. This made it harder to write the reflective report as I based most of my experience on reading, not the actual lessons.
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