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In this report I have choose to talk about some skills that I have learn during the academic year and explain how they helped me in my personal development and make myself to understand much better how to manage to handle hard situation.
For having a better understanding of the report I will use Gibbs model of reflection for analysing the following skills : 
· Time management 
· Team work 
· Decision making and problem solving 
· Critical thinking 
· Cover letter
· Summarising 
I will also try to take each skill and divide it piece by piece and I will try to make myself clear for the reader to have a better understanding.
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           Time management is a skill that it is really important in everyone’s life not necessary just in work but in our day by day life. When you as an individual, will understand how proper split your free time and divide it to cover at least two of the most important tasks from your day, your life will become way much easier and you will be more organized. The only thing that ordinary and reach people has got in common is the time of the day. The only difference is how we are manage it. 
           Description – There was a time when I could not even understand how the time of the day is passing by because all I had to do all day it was nothing. I used to wake up really late, having my breakfast when I supposed to have my dinner and having a very unorganised life at all. 
          Feelings - I felt like I was not involved with anything and I could say that I was in a very bad mood, angry all the time and quite depressed.
Evolution – One day I wake up as usual and I realised this is not a good life and can easily get used with it and become a bad habit. I tried to wake up every morning in time for breakfast and fill my day with a lot of other activities that can make me feel much better and understand the meaning of life such as walking, reading and running from time to time. 
Analysis- When I look back I can easily see how unorganised my life was and I have learnt how to split my day in a way that makes me feel much better and have a healthier life. I also learnt that if you really focus all your attention on certain tasks it becomes way easier to sort it and you will have a lot of time for yourself to do other activities as well. 
Conclusion – Being well organised and dividing your day with activities that makes you feel better it will increase your mood, you can learn what is life about and you can have a better quality of life.
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In my opinion working in a team is an essential skill that we should all learn not because is essential but this skill it helps you to do all the tasks easier, build up relationships between you and you co-workers, be more productive and more enthusiastic. 
Description – When I have started to work in to a very busy restaurant in central London I did not know what truly “team work “ means. If we were not cooperate and help each other we could not manage to handle the busiest time because we could have so many orders. 
Feelings – Most of the time I could feel myself under pressure because there was a time when we should prepare the food for an order which was no longer than 8 minutes. Most of my team was feeling that way and we could not do everything in time.
Evolution – Things were getting worst for me and my team before to understand how we should help each other to make the things working well. Before learning the skill we were struggled with the orders and the costumers could not wait for their food to be ready. When we all agree that we are not doing the things well we decided to have a meeting and try to solve the problems by communicating with each other and see were we can improve what we are doing and see if we can help the others in the same time.
Analysis – We all thought that doing by ourselves the things, we could handle much better the pressure but we were wrong . After our meeting we easy understood  that if we are working together we can work fast, there was no feeling of under pressure anymore and we all could make the restaurant work better by providing a good quality of food in a very quick time. 
Conclusion – What I have learnt from this is that team work is directly linked with communication, because if we are not communicating with our colleagues we can not work together to achieve our goal.
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When we are talking about this skill into the work place this skill it is not essential for everyone and not all the people have this skill. Usually the person in charge is responsible for making decision and they should also know to fix the problems that can occur. A true leader should have this skill for their own and the wellbeing of the company. 
Description –In one of my previous job I used to be in charge for six people every day .One of that people it was not only an employee but my friend. We used to live in the same house and be very good friends outside the work.  When he was doing something that was against the company we worked for policy I had to take a decision either to loose the friendship with him and fire him or either to continue in a good position In a very good company.
Feelings – At that time I felt betrayed because I was asking him on that specific day to do not anything that will compromise our friendship and be respectful to our manager and not argue with anyone. I knew if he would do that for an unjustified reason I would be in a position to fire him.
Evolution – I was a bit upset on him and I tried to take him apart and explain him what he was doing wrong .I was sure he was thinking that he Is right and he would not listen to what I had to say. After a long conversation with him I could not fire him and I choose to loose my job for a friendship. 
Analysis- If I look back now on what I did I do not regret the decision I make because  the friendship last even today after many years and I could find another job which I really like. I think we could both learnt something from this and we know that we could count on each other. 
Conclusion – It depends on each individual how they are sorting their problems , but in the end you have to do what is right and good for you not for the others. 
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A cover letter is another attachment that you are attach it to your personal CV. A cover letter is like an introduction of yourself that will help the employer to have a better knowledge about yourself and your skills. 
For a good cover letter you should include four paragraphs.
The first one – should include why you are writing the letter , where did you  see the advertise and when can you start the position that you are applying for. 
The second one – should include the reasons why you think you are suitable for the job , why do you like this kind of job , what impress you to the company and what can you offer. 
The third paragraph- In this paragraph you should focus on the skills you have and put all the experience you have relating to the position you are applying for. Explain the strong attribute you have and how these could help the company. 
The last one – In the last paragraph you should summarise all the information you gave and ask for a professional interview. You should end the letter by thanking the employer and signing your name. 
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Apart from the others this skill it is essential in writing. When you are having to summarise something you should bullet point the main ideas and you should be able to understand the information given and to make a summarise of the idea. 
Description – In my very first attempt on the academic exam in a different language ( English ) I have understood why it is essential this skill and why we should be able to use it as often as we can when we are writing and reading an academic essay. 
Feelings – I did not know to much about this skill before and I did not how to put everything in order to fulfil the requirements of a specific task. I felt unsure of the answers and inferior from the others because all around me knew how to summarise the information given and put them in place. 
Evolution – After I failed the exam and I could see what kind of the answers they are looking for , I tried to push myself to have a better understanding of what is this skill and how to improve it . I could find on the internet some useful tricks that have helped me to pass the exam and improve my summarising skill. 
Analysis – If I did not learn how to summarise all the information that they will give me I could never pass the exam because that was one of the most important task in to the reading section. I could never understand what the author is saying and I could definitely not answer to the questions given.
Conclusion – In my opinion this skill is essential when you are taking an exam because it will not help you just in the academic writing but in your daily life as well. If an individual will understand how to put everything in a nice context and to have a meaning of the ideas , it will help him in the society by being more informed and prove that you have certain skills.
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During this academic year I have learnt different skills which have helped me in my personal development and made me know what to do in different situations in the workplace. Because of this I could learn how to manage things much better and have a better understanding of how to handle the hard times when they occur in our daily life.
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