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[bookmark: _Toc48069091]1.Introduction
This report will illustrate my learning about Time management, Academic writing that I have covered in term 1 and CV, and Cover letter writing that was covered in term 2 I have used Gibbs reflective cycle(1988) to reflect on this topics. 
Reflection can be explained as a process of looking back on the activities a person has learned or done and to analyse the efficacy of the experience. The role of reflection is therefore, to develop a bridge between learning and practices. (Jacobs, 2016). 
[bookmark: _Toc48069092]2.Description
[bookmark: _Hlk45185072]Time management
I have learned different techniques trough Eisenhower principle of time management that I can apply in my daily life to improve my productivity and that time management requires an understanding of the tasks length and prioritizing the tasks.(Panaccio,2018) Therefore, I have learned how to segment the tasks that may require longer time and to separate the tasks that I need to deliver earlier.
Academic Writing
I have learned that as a student, I will have to write different assignments. I also know that in my professional life I will have to write numerous documents to present in front of the management. From this topic I learned that writing must be grammatically correct and easily understandable and that I need to maintain sentence structure and paragraph structure. Listyani (2018) explained that how communicative a writing is depending not only on the content but also on the etymology and syntax.
C.V.
From this topic I have learned that a good CV helps me as a candidate for a new position or a job. Therefore, I need to briefly deliver my skillsets, attributes, hobbies, and knowledge. I have also learned that I need to introduce a Personal Statement in the CV that will deliver a message about me. Hime  (2013) had the opinion that personal statement needs to be concise yet communicative, also I have learned that including hobbies will help to describe what I am outside my professional premise.
Cover letter
From this topic, I have learned that that cover letter links my knowledge, skills, and education with the company service as well that I can use the STAR (Situation, Task, Action, Result) method for selling myself. Whitmore (2011) explicated that in a cover letter a candidate should give a brief of his previous job experiences that will focus on the organizational culture and candidate contribution to the culture.
[bookmark: _Toc48069093]		3.Feelings
Time management
I strongly feel even after prioritizing the tasks, I need to make a reminder so that I can keep my movement on the check. That I can do by developing a diary. In the diary, I can enlist the tasks in an order where the most important tasks will be at the top of the lists. I can do so by comparing the length of the task and the time I need to deliver the task. MacKellar (2011) opined that prioritizing the tasks is not enough if the execution is not timely. Therefore, I feel I must prioritize the tasks and develop a diary for timely execution.
Academic Writing
I strongly feel that the clarity and efficacy of academic writing depend on the enhancement of the contents in a paragraph. I have learned that to clear the context of the writing I need to indicate the topic in the first few lines of the paragraph. I used to write a paragraph describing different topics but from this module, I have learned that each paragraph should describe a single topic. Hanrahan (2013) explained that readers may get confused about the context if multiple topics are presented in each paragraph.
C.V.
I have a feeling that I need to include my social media address and LinkedIn in the CV because the recruiter may want to check my activities online and how I perceive the world. That they can do by going through my social media. However, I also used to include my Facebook address in the CV but from the module, I have learned that I should not mention my Facebook address as it is deemed informal. Hime (2013) opined that Facebook addresses should be omitted because the Facebook profile lacks professionalism.
Cover letter
Before learning about this subject, I was feeling anxious all the time when I needed to do a cover letter as I did not know how to address to the person I am writing to and always I had a confusion about the reason for writing cover letter because I thought CV already describes me. But after discussing it with the lecturer in class, I have learned that I can address as “Dear Recruiting Manager” if I do not know the personal details, so now I am more confident because I learned what a cover letter should include.  
[bookmark: _Toc48069094]4.Evaluation
Time management
I have learned about developing weekly and daily to-do lists. A To-do list can be used as a record. I have learned that one way of proper time management is to segment the tasks based on when they are expected to be finalized. If they are required next week, they will go to the Weekly to od list. In the case of designing a daily to list, I have learned that I need to record the tasks in the diary the night before. I have learned that if I develop a daily to-do list at the beginning of the day, I will be more efficient and I won’t procrastinate .MacKellar (2011) clarified that writing down the tasks reduces the chance of missing a task.
Academic Writing
Before learning about this topic, I used to write a paragraph without any planning. But now I have learned that a little brainstorming is necessary before start writing. I have learned that I need to focus on three things before writing an academic essay. I need to fix the idea that I am going to discuss. Then I need to find the ideas that support the main idea. Then in each paragraph, I will need to discuss each supporting idea. Hanrahan (2013) explained that the eloquence of a writer depends on the gradual development of the supporting contexts that lead to the main topic.
C.V.
I have always assumed that personal statement needs to be personalized every time when I submit CV because a personal statement describes how I can add value to the company. But now I know customizing personal statement become difficult when I do not have the necessary evidence to back my claim. I have also learned that my CV should maintain a single font throughout the document, and it should have proper spacing between the lines to avoid cluttering.
Cover letter
I have also learned that the cover letter gives me an opportunity to provide feedback to the hiring manager. I believe giving feedback to the hiring manager will present me as a person who is responsive. I can give feedback to the manager by mentioning the source where I have come across the job circular. Before learning from the module, I did not used to give any feedback.
[bookmark: _Toc48069095]5.Analyses
Time management
Learning about this topic it was useful for me because now I know how to prioritise and determine which of my tasks are important and require urgent attention and which are essentially distractions. After learning about this the next day a applied it in my professional life and I found out I can be more productive and more efficient by avoiding distractions. As well by applying it in my personal life I stopped to procrastinate by using the same principal.
Academic Writing
I was useful to me learning about this topic because now I know how to make an academic essay communicative, follow a basic structure for each paragraph. In order to do so, I will have to introduce the reader with the topic a paragraph is about to tell and I need to finish the paragraph with my opinion that will be the conclusion of the paragraph. All this will help me further in my academic studies and improving my overall grades.
C.V.
This topic was useful to me because I have learned that I need to put the recent information first and I should also do so in terms of mentioning professional skills, this will help me when I apply for a job. It also teached me that I need to mention the period I have spent in different institutions (both educational and professional). Now I know that the importance of mentioning the period in the CV is to reveal the consistency and stability of that I had in different organisations.  
Cover letter
Learning about how to make a cover letter has been very useful because now I know how to write one as well with the help of the lecturer I understand that is very useful to present one along with the C.V. because it gives me the opportunity to highlight my strongest qualifications in front of the employer. 

[bookmark: _Toc48069096]6.Conclusion
Time management
From this topic I have learned that I can use this approach not just in my professional life but also in my personal life. Therefore, I have learned that in my time management diary I also need to include the things that are important to me as a person such as time for exercising, refreshment, family, etc.  
Academic Writing
From this topic I have learned that maintaining a basic structure in the writing reduces the chance of being desultory. I have also learned that an organization in writing helps to maintain the attention of the reader and that it is a good idea to use simple sentences in the paragraph and if complex sentences are used, then simple words need to be used.
C.V.
Form this topic I have learned that I need to use bullet points to mention the keywords ,also I understood that in my personal statement I can use keywords that are relevant to the job responsibilities to make me different from the rest.   
Cover letter
I have learned that I also need to provide evidence from my present role to back my claim in the cover letter. I have learned that I can do so by illustrating some figures from my current work setting. Whitmore (2011) stated that a candidate should make relevancy between what the candidate currently does and what the candidate is about to do in the prospective role. 

[bookmark: _Toc48069097]7.Action Plan
Time management
I have learned that to develop my time management skills I need to prepare a tracking diary. Therefore, I am planning to develop a to-do list that I will write down in my diary. Before starting my day, I will look at the list and I will develop the list each day before going to bed.
Academic Writing
For improving my academic writing skills, I am planning to study sentence structures so that I can maintain the grammatical syntax. Misplacements of the clauses, verbs, modifiers, conjunctions can change the meaning of the sentence. 
C.V.
To ensure my CV meets the standards, I am planning to write two or three CVs for me and show them to my lecturer and ask for a suggestion. I can also look for a CV template online to find a stylish and artistic format.
Cover letter
To make my cover letter more appealing I am planning to give feedback to the recruiter by mentioning the source where I have come across the job circular. I usually put a Thank you at the end of the cover letter but from that module, I have learned that I need to express my interest to be interviewed. That is why I am thinking about expressing my enthusiasm for getting interviewed. I can express my enthusiasm for the company by illustrating what the company does and how I can accelerate the business of the company. To do so I need to do a proper research on the company.
[bookmark: _Toc48069098]8.Conclusion
In report above I have used Gibbs reflective cycle (1988) as the backbone. The report has reflectively illustrated time management, academic writing, CV writing, and cover letter writing. This report has also explained what I have learned from the module and how can I use the learning in my future career and personal life. 
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