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Introduction
In this report will introduce the reader to what is reflection and why it is necessary for people need to reflect and how important to reflect on your daily activities in order to work on where you fall short. This report will talk about my own reflection as a student studying certificate of Skills as workplace makes this reflective report very vital issue for me when I was reflecting on my own effective communication assignment  last term and I came to realizing the mistake I made which leads me to breach of academic misconduct.
Also, I will also talk about other skills such as time management skills, Academic writing, Cover letter and many more.

What is Reflection
There are many definition and description on reflection but I am going to use the   popular definition by Gibbs, 1988 Cycle of six model reflection.
According to (Gibbs’s, Reflective Cycle 1988) describe reflection as a structure learning from experience and details of the experience, feelings and thought after the event by evaluation of that experience both pros and cons and how the person analysis to make sense out of the situation. In other words, reflection is like looking into the mirror to see whether you like what you are seeing or there is something needs to adject properly to be able to achieved your goals.
I am very glad to write this reflective report in a way of given me the opportunity to express my thoughts and feelings about this module because it’s an entirely different from all the modules and gives another new, exciting and practical process of learning. When I started the first  term at the university  and the lecture was teaching about the effective team work I thought that I have done it before so I did not concentrate on my assignment of effective  communication team work  all my attention was on other  modules until I submitted my effective communication  teamwork assignment and the feedback was I have breach the academic rule. However, I never thought it was academic misconduct because it was my own piece of work. After I check the feedback from Moodle, I was worried and confused and keep asking myself how can my own work be someone’s piece of work so I was looking for the opportunity to explain myself until the school wrote to me. Again, after explaining myself to the school through email I came to realisation that you cannot submitted the same assignment twice as this will show self-plagiarism which it was new to me. However, through Gibb’s 1988 model of reflection it’s always good to think about the event by analysing and Evaluate. This module has thought me the opportunity to experience the different aspect of setting decision being made, action that was taken and the consequences of those decisions and actions could be strictly observed and measured. 
Conclusion
In conclusion, by analysing the situation and it effect, I identified my strengths and weakness and has developed some measures on how to improved my time management skills to become more knowledgeable and skill full planner. I plan to be effective and ethical time keeper by being proactive on my assignment 
  Time Management Skills
Introduction
Time management skill is very essentially commodity each and every one need in order to be effective and efficient to be able to finish a task on time. But most a time people always run out of time in setting their priority right, the reason being that, values are placed on all the resources therefore we are compile to get more done with few people or resources in lesser time. 
However, because our time is limited, we only have to use the time to our very best advantage. Meaning we need to develop a new way or strategies to use our time in which we consider it. This chapter on time management will be able to help us to utilized the importance of time and to measure how should be invested to achieve the best result we crave for. The capability to managed, decide dependent and to overcome delaying tactics gain more value when invested your time as vital resources that can never underestimate. 
 Why time management is important
(Eisenhower, 1954) describe time management as “as process of organizing and planning how to decide your time between specific activities.  the urgent and important, the urgent are not important and the important are not urgent”. The principle of Eisenhower . In other words, it tells how to facilitate the workload priorities. Good time management helps you to work smarter not harder.
Getting the skill time management has a lot of satisfaction by getting extra productive hours and be efficient and effective because you have the propensity to more authority in your course work. Secondly, you will have more authorities and therefore you will pay attention to your work. Also, you will have more time to control your life.
By rehearse good time management, can managed how you want your life to be. you will also have better knowledge on what work you can do and what you cannot do. Organizing your work ahead of deadline from becoming worried by plagiarizing and deadline difficulties will be unfamiliar to you. Moreover, you will always be on top of your assignment and relaxing whiles others students are stressing about their assignment and life become easy. 
Below is example of time management:

Figure 1 – Eisenhower's Urgent/Important Principle
[image: Eisenhower's Urgent/Important Principle]

Conclusion
Time management skills can leads to achieved one’s goals being it professional or personal so we need to prioritize our needs properly. Again, when we used the principles of Eisenhower can truly deal with urgent issues whiles you still work towards the importance’s ones.
Academic Writing
Introduction
In any institutions, professors, research and students use academic writing to convey their messages, to inform decision and occupied scholars in critically conversation. Evidence -based arguments is characterised by academic writing, through accurate word choice, logical institution but not personal tone. Even though some thoughts of overlong or unattainable, well built academic writing is most contrary. Academic writing also informs, analyses and also convince in a straightforward behaviour and helps the reader to commit critically in a scholarly conversation.

What is academic writing
Academic writing is a producer of breaking down ideas whereby using logically analysis or argument been formal voice, and third-party point of view. It’s about what you think and evidence to support that thinking.
How do you write academically?
Academic writing start by introducing the topic with several questions by using unusual fact in defining vital terms subject or quoting a well-known expert or scholar. Again, you state your main ideas clearly and let the reader understand your thesis statement that contain the focus of your essay and tell the reader what your essay about. 
The thesis statement is usually located at the end of your introduction. 
Always introduce the main idea of each paragraph with topics sentence, because it contains each paragraph and tells the reader what each paragraph is talking about.
Topic sentence can normally be found at the beginning of each paragraph. Each paragraph should be constituent for example, if the first sentence in each new paragraph should leads to another paragraph before it.
Again, always support a complicated idea with examples for the reader to easy understand and don’t assumed that your reader understands what you intend to put across. The third-party point of view mostly used in academic writing. Avoid using slang or jargons, always used formal language in academic writing. Try and end by state your own ideas by summarizing the vital contents and draw a final conclusion for your reader.
Last not the least, proofread your work by avoiding unnecessary mistakes like punctuation, spelling and common grammar mistakes.

Cover Letter
Cover letter are like a pass-over to recommence to the job that you are applying for, it also gives you the opportunity as an applicant to tell why you think you are the best candidate for the job. To be able to demonstrate that you fit for the advert position. This cover letter acts as a personal guide to convince the recruiter to find out more details of your experience and to get to know you more. It also paved way to demonstrate your knowledge of the company or the organization and convey stimulation and zeal to be part of the team. Always let the company know you have research  about them and shown to them what they want if the job is not academic related, then it’s the cover letter that will give you some space to tell them about your expertise and transferable skills and quick learning processor skills and indicates that you are right candidate for that position. If your letter is not address and tailored to the company that you are applying, or has any typing error or common grammatically sentence, gives you bad impression to the recruiter to the point that your application does not look at. A cover letter should not harm you rather sell you.

How does it make it work you?
Even if the job does not require for cover letter, it’s always the best idea to include information in a way that appears as cover letter. It should look like a standard business letter does. Keep it brief and simple. Do not use the same cover letter for every job hunt.
Cover letter begins with the name of the recruiter or employer if specific name advertises on the job, and if the employer name is not on the advert, always used Ms/ Sir/ madam.
The main body should start by job title and the position applying for, and tell them you recently done some search about their company and it seems their organization growing from strength to strength and you love to bring more skills to them and where you find the advert or the job posting, or if it was referred by a friend or colleague. Always introducer yourself by stating your current employment background and your education and if you are still studying and the dated your course will finished.
The next chapter should give the recruiter the information that you are the right candidate for the work position. Detailed the two top experience and your training that would be necessary and interest to know.  Make relationship between what the organization is looking for in a candidate for the position and experience. You can also mention some specific skills that you can acquired through training and experience. More so, you can describe any vital contribution to the field, being significant achievements for moving from academic to non-academic in the cover letter. Above all, your cover letter should make it clear how your education and skills will help them to meet t the organization needs and thank them for the opportunity to look through your letter.
Inconclusion, you should state that reference will provide upon request and you are looking forward to hear from them.



Conclusion Reflection
Cover letter inform the employer or the hiring manager about the position you are interested. It also put spotlight on you and why you are the right candidate for the job. Again, cover letter assists to display your competencies and differential you from another candidate.
Before the university I took personal statement and cover letter are both the same until my lecturer taught me the different between both which I am very grateful for that.





Example of good cover letter
	
   Dated/ 28/08/2020                                                                             
    Ms Smith                                                                                   Flat 46 Heversham house 
   King’s College Hospital                                                   Elderton   Road
Denmark Hill Brixton                                                           SE15 1EN London
SE5 9RS London
                                                                                            Dated 28/08/2020                                                 
                                                                                            
 Dear Sir / Madam
Re: Job Application for Vacancy Ref23456/1
	                                            

I am applying to express my interest and submit my application for the role as adult nurse and I have enclosed my CV which you more details of my qualification and job experience. I like to use this opportunity to explain to you why I am the best candidate for this role.
I have BSc degree in nursing and have five years experiencing healthcare and Hospital environment.  I am very organized clam and patient welfare with a lot of good skills. I have empathy for given standard care to patients and leadership skills to motivate other colleague to provide better standard levels of service to patient.
In my current role, I was assigned with evaluating 20 patients with medical conditions daily and to developed strategy plan to managed their care and conditions and collaborate with other healthcare team.
During this time, I have been identifying as very committed, aspiring and reliable staff who have the capacity to work with much supervisor. Mores, my years of experience as Nursing Assistant at St Winifred Hospital also assist me acquired and execute clinical duties I learned during my placement. Whilst, working there, I was endorse as managing conflict and handling complex situation with both patients and family member.
I am much grateful for taken time to read my application as I am requesting demanding work environment while I will be able to excuse my skills thoroughly.
I look forward to be able to discuss my application with you during my interview.
Please find detailed account of my work history at attacked.


Your faithfully

Ms Boakye
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