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REFLECT  ON YOUR LEARNING  IN THIS  MODULE                                  
 
[bookmark: _Toc48944653]INTRODUCTION
My reflective report is about analysing what I have learned so far and what I think helped me and if I think it changed my view on the topics I learned by applying them in my daily life.  Moreover I chose the topics that most impacted me which are: Employability, Paraphrasing, CV, and Cover Letter. For this I will use the Gibb’s Reflective Cycle, this model has six steps which are: Description, feelings, evaluation, analysis, conclusion and action plans. Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go.(Gibbs, 1988).
[bookmark: _Toc48944654]DESCRIPTION

[bookmark: _Toc48944655]1.EMPLOYABILITY

I learned that employability is: “a set of skills and personal attributes that make people more likely to get a job and be successful in their chosen occupations, which is not only beneficial for them but also for the community and  the economy”.(Yorke, 2004). 
At the same time I learned in class that skills that the term employability  has are: Communication skills, Interpersonal skills, Personal skills, Numeracy skills, General awareness, is the knowledge the global politics and the impact of the organisation on society.
  
[bookmark: _Toc48944656]2. PARAPHRASING
I learned that paraphrasing is writing the ideas of another person in your own words, but keeping the meaning of the sentence. Also there are techniques used like: Using synonyms, changing word class, and changing word order. (Monash University, 2020) 
[bookmark: _Toc48944657]3. CV
[bookmark: _Hlk48493113]I learned that a CV is a document that include my individual information and my unique skills, character, experience and achievements and awards, scholarships or grants I have earned.  A CV outlines a person’s academic and professional history which is usually used for applying for jobs. Indeed (2020). A CV include my Contact Details, Personal statement,  Education,  Work experience, Skills and achievements, Hobbies & interests, and References.
[bookmark: _Toc48944658]4. COVER LETTER
I learned that a cover letter is a document that provides additional information about my skills and experience and it is sent whit the CV. (Morgan, 2017).  I also learned that the details a cover letter should have are: My personal details, Hiring manager’s name, the position to which I apply and where did I get the abilities and job experiences and inform them that I would love to get interviewed.
[bookmark: _Toc48944659]FEELINGS

[bookmark: _Toc48944660]1.Employability 
When I learned about the skills that employability has I felt a little worried because I saw that I did not have some skills  that the employer needs, as in interpersonal skills, I need to improve my digital skills, but as I learned more during the course about how to develop and improve my skills, I felt more confident because I think that I can be an added value for any company that I choose.
[bookmark: _Toc48944661]2.Paraphrasing
When I learned about paraphrasing I felt really excited and happy  because it was as if a door had been opened for me to express in my words what other people say without fear of plagiarism. It makes me feel secure because I believe that this tool gives me the opportunity to continue improving my communication skills that are very useful both in my work and in my studies.
[bookmark: _Toc48944662]3.CV
When I learned the topic of CV, I felt more confident because before arriving in England I had no idea how to make a CV appropriate to send to any job within England, at the same time I am excited that now I can safely do mi CV whit the certainty that it will have a positive impact with a prospective employer. 
[bookmark: _Toc48944663]4.Cover  Letter
When I learned the meaning of  a cover letter, I felt a bit frustrated because I realized that I had never done one and that until that moment I had no idea how to do it and how important it is to have a better chance of an interview. However now that I have learned how to do it, I feel confident and calm because I believe that I can apply to any job, with the certainty that I follow the correct guidelines.

[bookmark: _Toc48944664]EVALUATION

[bookmark: _Toc48944665]1.Employability  
I think that this learning is positive for my life in all aspects since it allows me to use these skills in my  personal, work and academic life. Another important thing was discovering that I had a deficiency in the teamwork part, I think I had no considered how important and beneficial it is to achieve similar goals either in the academic or work part and of course I  also to continue developing my digital skills.
[bookmark: _Toc48944666]2.Paraphrasing
I think that paraphrasing is very useful to me because I can expand my vocabulary in terms of synonyms and write appropriately and sure I am saying the right thing. Another good part is that it makes me analyse and understand  the text read in order to express it in my own words, which helps me a lot to improve my comprehensive reading.
[bookmark: _Toc48944667]3.CV
In my opinion, having learned how to correctly elaborate a CV in the English format allows me to apply to a job for which I have the necessary skills and do it professionally in addition with the confidence that I can move on to the selection process, because I learned that it will be the first impression that employers will have of me. Another positive aspect  I learned is that having a good CV does not mean that it is should be extensive, with two pages as a maximum is enough because employers will not waste time reading a CV with many pages.
[bookmark: _Toc48944668]4.Cover Letter
I believe that having learned the importance and the correct way to prepare a cover letter is to put an added value on my skills that makes me a more competitive and attractive person for my future employers. Another positive aspect is that I am now able to personalize my over letter according to the type of job to which I am going to apply. Furthermore I know that sending a cover letter even if the employer does not ask for it can make a difference in obtaining my desired job.
[bookmark: _Toc48944669]ANALYSIS

[bookmark: _Toc48944670]1.Employability
I learned that is very important to develop the skills that allow me to get and keep a job, because all employers look for employees who have good mix of all of them.  Actually in communication skills, now I know that I need to have open mindedness, listen, understand and follow instructions, being friendly, being able to express myself and understand with non-verbal communication. I think that I am improving this skill every day which makes me feel happy because I know that it will serve me in any job that I can do.
In terms of personal and interpersonal skills, I think that I have those skills because I am responsible, I have self-discipline, I am organized, I have decision making, I am creative, I am able to solve problems managing my stress level. Also  I have a good numeracy skills and I have knowledge the impact  of my attitude in the company and the external factors that affect its growth. However I think I need to improve my digital skills because this will help me to be more efficient and at the same time have a more attractive CV.
[bookmark: _Toc48944671]2.Paraphrasing
Before I learned the use of paraphrase I did not know that I could use my words to explain what someone else wrote taking care to put the reference to avoid plagiarism. Therefore first I need to understand the meaning of what meaning of what I am reading, because if I do not understand it, it could change the meaning of the sentence and I can not use it as a source of information. I think to paraphrase makes it easier for me to quote important texts from other authors without the risk of repeating or copying everything they say. I like it very much because it is a very useful tool in any area of my life, both work, academic and personal. I think that if I had not learned to paraphrase it would be very difficult to express what others authors say without changing the meaning of the message. This tool has positively changed my life, because it allows me to expand my knowledge, my vocabulary and develop my reading comprehension.
[bookmark: _Toc48944672]3.CV
I think that having learned to prepare a CV makes it easier for me to get a better job than I currently have, because now I know how to do it correctly and I believe that little by little I will develop more skills to achieve a successful CV. However, before arriving in England the format that I knew about the CV, is totally different from the one used here with which for me to prepare a CV is to start from scratch. The differences that most caught my attention and at the same time I liked is that here it is not necessary to put the photograph in the CV the same happens with references, as for the part of skills and hobbies, the opposite happens here, it can be part of a CV this surprises me because I learned that it can be useful and perhaps something decisive for me to get the job.  On the other side, I think the most important part of the CV is to know how to make an assertive personal profile because when my employer reads my CV he will decide in 5 to 6 seconds if he call me for an interview. Therefore, having learned to make a resume properly represents an essential tool to apply for any job. At the same time I am grateful because in this way I can integrate into the labour system in a country like this where opportunities are wide.
[bookmark: _Toc48944673]4.Cover  Letter
I learned that the Cover Letter is an important topic and at the same time a complement no less significant than the CV.  Furthermore, I learned that a cover letter written correctly, without grammatical mistakes, highlighting my experiences and skills more detailly than on the CV, it can generate the first interest in the recruiter to see my CV and then have the opportunity for an interview. At the same time I think this is very useful because it puts me in the job market in a professional way, I believe that without these tools I would not have the opportunity to get my desired job. It is also very important that I personalize my cover letter of agreement to the job that I am going to apply, I have to know in advance the skills and experiences that the company needs to highlight them and get an advantage compared to other applicants. All this information before I did not know, which I was at a disadvantage to get the job I want.  I am convinced and grateful that having the opportunity to learn and improve my skills will help me achieve my goals.

[bookmark: _Toc48944674]CONCLUSION

[bookmark: _Toc48944675]1.Employability
I learnt that it is important to develop my work skills in order to be a better element for the company and I can do better and I understand better than before the skills I need to keep improving.
[bookmark: _Toc48944676]2.Paraphrasing
I think that the use of paraphrasing is very important and useful since it allows me to make reports with credible sources of information using my own words, for which I can use the techniques I have learned as the use of synonyms, change the order of words and word class. Definitely paraphrase will help me in my academic life as a job because I think I will be able to make good reports without copying any information.
[bookmark: _Toc48944677]3.CV
In my opinion, the knowledge of preparing a CV properly is really necessary and mandatory in this time where technology can take my information to any part of the world and if I do not do it right, it could make employers distrust the accuracy  of my information or simply remove me from the selection for lack of professionalism. 
[bookmark: _Toc48944678]4.Cover  Letter
I learnt that knowing how to prepare a personalized cover letter can be decisive in getting a certain job to which I want to  apply. I think it is not easy to prepare a cover letter but having learned to reflect makes it not an impossible task because I learned the proper steps to achieve it.

[bookmark: _Toc48944679]ACTION PLAN

[bookmark: _Toc48944680]1.Employability
I think I need to continue improving my skills for this I will keep myself updated with the information that appears on this topic and at the same time I will put this learning into practice in my work and in the academic part.
[bookmark: _Toc48944681]2.Paraphrasing 
Regarding to paraphrasing, I believe that I need to improve and practice for which I should read more which will allow me to expand my vocabulary and improve my reading comprehension.
[bookmark: _Toc48944682]3.CV
About the topic of CV, I think a good way to apply what I have learned is to draw up my resume and put it on job search websites as Indeed, Linkedln, Ladders, Monster, etc., because until now I do not have it since I did not know how to do it.  
[bookmark: _Toc48944683]4.Cover  Letter
Having learned how to write a cover letter, I think I am ready to do one correctly.  My goal is to study IT therefore, I must continue preparing to be able to get the necessary skills and put them in my cover letter.

[bookmark: _Toc48944684]CONCLUSION
For this reflective report I chose the Gibb’s Reflective Cycle, because it seems to me the most complete model to reflect and evaluate what I have learned in this module as well as the skills I have and in which I need to improve.
I believe that all these things that I learned like: Employability, Paraphrasing, CV, and Cover Letter, they have become important tools in order to continue developing my skills and achieving my goals. This is only the beginning, my next goal is to study IT and for this I believe that all these skills will be very useful in my academic and work life. I am very interested in continuing in develop my skills and knowledge with the help of my teachers.
[bookmark: _Toc48944685]REFERENCES
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