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My report is summarizing several topics from term1 and term2. I have chosen these topics because they can support our personal improvement and can make things easier when it comes to studying. This knowledge is definitely useful and can be helpful in every area of our lives. 

REFLECTIVE LEARNING:
Reflective learning helps you discover a more conscious way of learning by stepping back from a situation to think about it and analyze it. This method will improve your future performance. It helps you understand everything on a deeper level and gives you a chance to find new solutions to any kind of problem. 

Advantages of reflective learning:

· You get to know yourself better
· You find out your assets and flaws
· You discover new ways of learning
· You become a better and even faster problem solver
· You start to gain knowledge from your errors
· You can track your own improvement
· You can expand your consciousness


PARAPHRASING:

One way of giving other meanings for a text. Paraphrasing is used with short part of texts such as phrases and sentences. You are also able to make use of it while taking notes and analysing data in charts, diagrams and tables. 
When to paraphrase:
Paraphrase short sections of work, only a sentence or two, or a short paragraph:
· as an alternative to an immediate quote
· with the same meaning to rewrite anyone else’s texts 
· to express someone else's ideas in your own words
How to paraphrase:
· Read and understand the original text fully 
· Recognize the key words 
· Cover the main information and rewrite the original text with your own words 
· You have to keep the initial meaning between the main ideas and supporting points
· Use synonyms (words or phrases) where suitable. Do not need to change the key words which have unique expressions
· You can preserve unique expressions by using quotation marks (“ “)
· Shift the texture of the sentence and change the grammar
· You can change the sentence structure if you combine two shorter parts into one or break up a long one into smaller parts 
· Use convenient reporting words or expressions
· Always review your paraphrasing work. Check what you wrote to see if your text accurately reflects the original text while it is written with your own words and style.
· Keep the original information with the page numbers. This is your proof for the reference.

SUMMARISING:
A summary is an overview of a text. The purpose of summarising is to shorten and compress a longer text while keeping the most essential data, knowledge and meaning of the text. Summarising is an important skill for writing notes. It makes things quicker and can help you learn and memorize a lot of information faster.
When to summarise:
Summarise long sections of work, like a long paragraph, page or chapter. 
· Using less words than the basic text with the author’s ideas
· To shortly give examples of some differing points of view on a text
· To support claims or provide evidence for your writing
How to summarise:
The length of your summary will change according to the length of the topic. Make sure you keep the core knowledge, meaning of the original text but make it into a shorter version. That is your summary.
1. Start by reading the original document and then highlight the key parts, you can write down the important facts. You can delete all the examples and evidences. They are unnecessary.  
2. Use your personal style and express the content with other words while keeping the prime meaning of the original text.



CV WRITING:

Curriculum vitae is your own merchandising form aiming to impress your potential employer in the hope of receiving a job offer. Your CV shall introduce your talents, experiences and accomplishments. All in all, it means to show your strengths and the reasons of why you would be the finest choice for the position. In a way, your CV is a key, so if you make it perfect, it will open the desired door for you and you will get the chance to meet with your future employer. Therefore, your CV is one of the most important thing to take care of before you apply to any kind of position. 

The format of the CV is formable, designed to highlight your individual abilities, knowledge and involvements, however there are certain things companies wish to read and know about you.

Required information:

Name, professional title, home address, phone number, email address

These details should be located on the top of the file. Use your name as the title of your curriculum vitae. Also good to know, that you do not have to give away your exact address. Specifying the county and the city you live in are enough.
If you wish to do so, in this segment, you may share the link of your LinkedIn page. Just make sure it’s relevant and updated.

Example:
Forename Surname | Professional Title
Location: City, County
Phone: 0000000000000
Email: email@address.com



Professional profile

It is placed beneath your name and contact information giving your considered management team an idea about who you are and what your main goal is.
You always need to modify your CV to each of the position you intend to successfully get focusing on your unique characteristics which are in correlation with the position. 
Make sure you only write two/three lines in the section of professional profile and let it be brief, appealing and straightforward.  

It will be easy to complete this part by answering the following questions: 

 1. How would you describe yourself in one sentence? What is your true essence?
 2. What can you bring to the table? 
 3. What is your main mission? 



Career history

In this segment, you can share your past positions, experiences, skills and knowledge gained in other companies and voluntary works. 
Lineup them by starting with your current job then keep going backwards and finish this section with your oldest position.

In every job, you should layout the exact name of the role, name of the company, duration of time you have spent there and a sentence which sums up the position. After this, you can write down your main responsibilities and accomplishments in the company. 
If you have got too many previous jobs, then you can leave out the roles which are unrelated to the current position you are applying for. Or you can just lessen the information you share about each previous role of yours. 


Studies

Start to lay out your schools starting with the most recent one. Insert the name of the organization, years you have attended there then the qualification you have got. If you have got other certifications somehow related to the job, even if it was a short course, a workshop, definitely share them because they might make you stand out from the crowd. These courses can also suggest to your future employer that you like to learn and improve yourself. 


Extra segments 

If you still have space in your curriculum vitae, you can insert a few from these:
1. Languages: share the level of your knowledge at each language you list in this section (beginner, intermediate, advanced)
2. IT Skills
· Operating systems: Windows, MacOS
· Office software suites: Microsoft Word, Outlook, Excel, Google Docs 
· Presentation software: PowerPoint, Keynote
· Spreadsheets: Excel, Google spreadsheets
· Communication tools: Skype, Zoom, Slack, WhatsApp, Viber
· Accounting software: Xero, FreshBooks, QuickBooks
· Social media: Facebook, Instagram, Twitter, LinkedIn, YouTube, Pinterest, Snapchat, Reddit
· Data visualization: Tableau, Excel, Datawrapper
3. Basic abilities: list no more than five and make sure they are related to the role you are applying to. You can connect and demonstrate them with examples from your previous jobs (organization, adaptability, leadership, motivation, effective communication, problem-solving, time management, critical thinking, flexibility, active listening, teamwork, attention to detail, customer service, creativity, willingness to learn, empathy etc.).
4. Hobbies: share what’s your passion outside of work, what makes you excited. If it’s possible, try to link it to the role so it might spark your potential employer’s interest.
5.  References 

COVER LETTER:

Writing a good cover letter can help you get your dream job so it is crucial to know how to make it remarkable. 

Investigation

You must do some research before you start to put together your cover letter. 
The necessary facts you will need:
1. Abilities, knowledge and background required for the role
2. The corporation and it’s history, accomplishments, habits and their position on the market
3. Their rivals
4. Area they are in and the latest news, trends related
5. The company’s goals and intentions for this year and after



Key Information

Make sure you keep your cover letter brief (no more than a page) but on point and include the followings,
1. The role you are applying to and the reasons you are choosing it
2. Your most important talents, abilities and involvements 
3. How your knowledge can support the company’s growth and help your future employer to accomplish their dreams
4. What you like about the company
5. Stating your desire for a personal meeting



Reflective model according to Kolb

Kolb’s reflective model is advert to as “experiential learning”. This model has three different stages based on our own experience which is then visited, analysed and interpreted systematically. 
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Concrete experience:
By going through an event, you become aware of the fact that you must meditate on the experience, so you can gain new knowledge, wisdom and develop your abilities. 
Therefore, in this segment, you can write down the circumstances and point out the things you see, your feelings and your thoughts on the matter. 
Reflective observation:
Now you can start to analyse the situation on a deeper level by answering the following questions: How this event is serving me? Why did I have to experience it? What can I learn from it? What was right? What was wrong? Why did I act the way I did?

Abstract conceptualisation:
In this section, the main questions we need to ask are: What can I change? How can I be better? Seek other ways of handling the situation so in the future you will be able to manage things better. Also, this is the part where you can share your experiences with your colleagues. Try to find new ways of sorting out the problem.      

Active experimentation:
In this phase the time has come to apply your new knowledge and skills. You will see that not everything works, but it is normal and part of the never-ending cycle. The events belonging to the “Active experimentation” part just flow into the “Concrete experiences” part and everything starts all over again. 


CONCLUSION:
No matter what we experience in our lives, we can always learn from it by shifting our mindset and by focusing on the positive aspects of the situations. Everything can teach us something therefore every situation serves us in some ways and can help us become a better person. Every day is an opportunity for us to develop our existing talents and learn new skills.
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