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Introduction
The following report is a reflection of my understanding of the above module delivered by (Hopkins T Uwtsd. 2021). Out of the eleven module lessons that I have attended (online) the topics that I will be reflecting on are the ones that I found to be, not only a good refresher to what I have learned during my career but also what I studied back in school and college days. 
Referencing.
This I remember touching upon at college, however at that time we were just asked to write down where we got the information from, (which was from books in the college library, no internet in those days) there were no mentions of putting it in alphabetical order or the use of (et.al). Furthermore, I did not realise there was a method used (The Harvard Referencing Convention, Hopkins wk.5). Although I had some idea of referencing, the understanding of how it should be formatted and when to have exclamation into italic was a new thing for me also the order in which it should be in was new learning for me. At least now I can understand why the references on articles and books are the way they are.
Time management / Organising Study
Time management is a key skill that is required in the world of work. I have had to in my career use time management all the time as the job required this. If it was not done within the set time it could have resulted in loss of turnover.
Although time management was a key factor of my job it was the norm and this, I was doing without putting to much effort into it. Within the time management was also linked to organising the workload and making sure the right people were informed to delegate certain tasks.
Organising the workload was shown to us by our peers but during (Hopkins T wk1 uwtsd 2021), I got a clearer understanding of where certain methods of organising formats came from (The Eisenhower Method). Therefor organising Study came easily as this was all that I had to do, as I had decided to take out a year of work.
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Reflection
Reflection is a form of writing that I probable did in my career. Although it was not done In this format it was short Paragraphs filling up peoples training files and PDP (Personal Development Program), (Hopkins T.uwtsd w1 2021) this was to make sure all staff got the same development and training needed to do their jobs effectively and benefited the company in the long run. Reflective writing was also done when I had to discipline staff over poor performance and send report over to HR for filing. 
The SWOT Analysis (Hopkins T. uwtsd w1 2021) was another tool that I had to use to on a weekly basis to understand where if anything went wrong and then with the information put a plan of action together to overcome any threats and look at the opportunities that were missed.
There have also been occasions that I had to write a statement on incidents and accidents that happened including witness reports for the Police. This involved gathering all evidence and making sure it was an accurate account of what happened, being clear about time, place, date and who was involved and were there any witnesses.
Although I have done report writing as above it was never in an academic format so it was good to know how it is supposed to be done.
This I will probable take onboard and use in my future endeavours when I will be required to write such a detailed report to present to my peers. With this knowledge I should be able to earn extra brownie points to further my career to an executive level. 
I have in the past been asked to write a full training manual on customer service in the retail sector and how it should be approached and delivered, however as I did not include much referencing as to where I got the material from it was given that much importance (and it was a ten-page document). I had to prove the document worked it practical situation until it was given some importance and taken on board company wide.
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Analytical & Critical thinking Skills

The understanding of analytical thinking through this topic (Hopkins. T Wk. 3) was a good learning curve as I did not realise there was many different stages to go through to understand and digest the evidence to support different opinions.
Although I have been using some of the techniques on the above thinking, now I have an understanding of why I was thinking the way I did in approaching tasks assigned to me at the work place. Although I did not follow any school of thought i.e., Gibbs, it has dawned on me that ultimately it was one of the four that was in use.
The only analytical that I am accustomed to is with numbers, facts and figures. However, this topic has given me a different prospective on how I will approach and future projects and make sure I have done my due diligence before I take any action.
To understand where the system came from and that there are others that can be followed is good to know and can be applied to learn and apply the other techniques for work.
This will help me to manage time and task better with and understanding that others have done this, and is a system that works. To conclude it has been an interesting learning experience that has taken me back to my academic years and try to reflect on how this was taught back then.
Critical thinking, I had always thought I was doing, but I did not know and nor was I asking questions following the pyramid diagram (below) (Hopkins Wk6). All I was using was the who, what, where, when. If had also used authority and body language there would have been instances that would have had a different outcome (I wish I knew then what I know now).


	Creating
Evaluation
Analysis
Application
Understanding
Knowledge
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Online Learning Experience 
During recent years I have done online training, but the experience of studying live was something I had never thought about. Due to Covid-19 circumstances changed at work and I found myself in this position of learning something new and try to future proof myself to give me a fighting chance going forward.
Before I had started the course, I needed to learn how to use the Microsoft team’s application (which I have never used). Zoom was an application I never used at work as most meeting was face to face (the good old days).
Online learning is more convenient to an extent, however being in a class is the form of studying I am familiar with and enjoy. Some issues with this type of learning is the reliability of technology itself. The constant interruption from students complaining about petty things and interrupting the flow of the lesson (mic not working, camera not working etc) was an issue in every class. As the class itself was only a 4hr class and if I had it my way would only give a 15 min break after 2 hours. If the above class was face to face everyone would have had to stay the four hours until the class finished.
Saying all that after a few weeks I got used to this and just got on with what I had to do. Given the situation we find ourselves in and hopefully we will be getting back to some sort of normality online learning like working from home could become the norm. this will save money on transport and other expenses incurred while studying at university itself. Although it will never replace the experience and friendships that are made going to the university will never be replaced. The life experience from different students and their personality could never be done through a laptop.
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CV and cover letter writing
As I had started early in my chosen career a CV did not have much importance in those days, although I had one drafted up but it was in no way to level it is today. My previous CV was formatted simple and had 3-4 pages of writing detailing my education, work experience, in that format, however being involved in the recruitment of staff I found that format to much to digest so I reduced the content and started using bullet points outlining key skills that I had acquired through work.
Although the condensed version looked fine to me it did not get any results when I started looking around for other opportunities within the same field. I then gave up looking and just concentrated on my role at the time to reach the highest level of management I could.
25 years Later I got made redundant and found myself looking for other opportunities, this took me around six months before I landed my next role for a multinational company. 
2020 the year of Covid-19 shadowed the country at which time I found myself redundant once more and it was difficult to hunt for jobs. My CV was the one piece of document I had to work on, I asked a recruitment agency how potential employer shortlist CVs and was surprised to find out that technology was used to identify key words if the response to a job advertisement was to many applicants.
I had looked on line to get an idea of how CVs are drafted nowadays and completely changed the format and content to reflect and sell myself better to potential employees.
It was reassuring to know that the format that I had chosen had most of the requirements that was shown to us (Hopkins Wk. 8). The five core skills set that needed to be identified within the CV such as, Communication, Interpersonal, Numeracy, Personal, Awareness skills I had included and that the personal profile was a key factor to get the potential employer’s attention to keep them reading.
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Conclusion
My overall experience has been that of a positive one, as the course itself gave me the opportunity to learn new thing and refresh others. It has reminded me that there are methods of doing certain things and the outcome to this is a professionally prepared document. 
Although it has been over 30 years since I have done any form of study on and academic level it bought back good memories form the past, so much so I actually got back in contact with my school friends and college friends to find out how their lives has turned out, this was only achievable because of this course as when I was at work that was my only focus with not much time for opportunities to get in contact with past friends.   
The lessons were well constructed and delivered and the topics were current and what is required for people to gain the essential employability skills and knowledge to progress with confidence.
My only regret was not to be able to meet the students and lecturers as that would have made it a far more enjoyable, this would have enhanced different life skills as sometime one can learn form others and take those lessons forward and pass on the knowledge. 
I am now looking forward to the remaining semesters as I am eager to learn more and refresh old ideas to enhance knowledge and take this forward for the future.  
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