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Introduction:


Reflection is a summary of the past, a mirror of your feelings and the most important, reflection is the analysis of your mistakes from which you can learn and try an improvement.      
In the following report will reflect my learnings throughout this Moodle based on a reflective model.
 I decided to choose the Gibbs reflective model so that will help me to show up the importance of the topics covered by this Moodle. I started by building this report in my mind using the skills I improved the most during this Moodle: Academic Writing, Time management, and Referencing skills.










Overview of Gibbs Reflective Cycle:

Graham Gibbs invented the Gibbs Reflective Cycle in 1988 to provide structure to learning from experiences. It allows us to describe it lends itself nicely to recurrent interactions due of its cyclic nature, allowing you to learn and prepare from things that went well or poorly. There are six steps to it.
The description of the experience:
· Feelings and thoughts on the encounter.
· A good and negative evaluation of the encounter
· Conduct an analysis to make sense of the situation.
· Finally, think about what you've learned and how you could have done things better.
· Make a plan for how you'll handle such situations in the future, as well as any other adjustments you believe are essential.
Example of Gibbs’ reflective cycle:

[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]



Describe: 
We separated pieces of a group work project according to people's strengths. We had to spend time revising the homework because it was written in multiple styles when we tried to put it together.

Feelings: 
I was confident in our strategy and felt good about it. I was irritated when we had to revise it.

Evaluation: 
The division of portions proceeded smoothly. It didn't work, though, since there was no foreseen/planned reworking of the sections for consistency and writing styles.


Analysis:
It is beneficial to divide labour according to individual strengths. Belbin's (2010) team duties would imply something similar. It's something I've done previously and it appears to work nicely.



We didn't have a plan for how it should look, which is why putting things together didn't work. Because we were so focused on finishing quickly, no one would object. The last factor is described by 'groupthink,' which arises when members of a group make poor decisions because they are afraid to contradict the consensus (e.g. Jarvis, 1991).

Conclusion:
It was taught to me that putting people's skills to good use is a good idea. Additionally, understanding how we want the work to appear before we begin is advantageous. Finally, I'll recall the dangers of groupthink and what to avoid based on the notion.

Action plan:
In the future, I'll use Belbin's team roles to divide group work. Furthermore, I urge that we compose a collaborative piece before beginning our separate work so that we may include it into our own work. Finally, I will express my concerns when I have them, knowing that doing so will assist the situation.

                       (University of Edinburgh, November 2020)


Reflecting on my learning:

University life is one of the most important stages of my life / career. Although, I face many challenges as a student and worker at the same time, I can easily see my progress in both areas. Having the ability to manage my time efficiently keeps me focused and away from wasting my time on untuneful tasks.
Academic / cover letter writing helps me make my reports look professional and reference skill teaches me to offer credit and respect others work.







 
Time management:
By time management, we mean all of the steps that a person may take to make the most of his or her time. Time management is the process of managing a person's activities in a certain time period utilising a precise division of time, providing each action the bare minimum required for its proper completion. Workplace obligations, social and family life goals, hobbies and personal interests, and other commitments are all included in this area. All of this has to do with the finite nature of time, thus efficient time management may allow someone to go about their daily duties at their own pace.
The following are some of the most important issues covered in time management literature:

· Creating an environment that encourages productivity 
· Prioritizing tasks
· The process of devoting less time to non-essential tasks.
· Getting things done.

Cover letter writing:

What exactly is a cover letter? 

This is your opportunity to express some basic information about yourself, such as the position you're looking for, who you are, why you want the job, and what you can provide. It must convey this in a single page and entice the employer with tasty titbits from your CV.

You can write it in the body of an email or as an attachment if you're applying by email; if you're applying by mail, submit it as a printed letter. When hiring a new employee, businesses are searching for two things. First and foremost, they want someone who is capable of performing the job. Second, they want someone who is enthusiastic about the work, which your covering letter may help you demonstrate.





How to write a cover letter:

a) Treat your letter as a formal letter if it's in letter form (attachment or printed): Put your name and address in the top right corner, your employer's name and address on the left side, and a date in the bottom left or right corner.

b) Declare what position you're looking for, where you saw it listed, and why you're applying for it in the first paragraph.


c) Read the job description for the role you're interested in. To demonstrate that you possess these abilities, write simply and concisely. Avoid copying your CV verbatim, but refer to it where necessary, embellishing with instances relevant to this employment.

d) Explain why you're interested in this specific position. It might be that it presents a greater challenge for you, or that it is in a field that you are more interested in. Declare any interests or past experience relevant to the position.

e)  Make certain to include what you've supplied with your message (your CV, a test or any work you are asked to submit).

f)  'Yours sincerely' is a perfect way to end a letter.

g) Make sure your contact information is included on all of the documents you provide and in your email so that someone can contact you if they want you to come in for an interview.

                               (The Mix, September 2015)













Reference skill:

Being an educated person nowadays is more than knowing where to extract an information and how to give credit to that information. In my opinion, being an educated person means knowing how to differentiate quality and quantity.
Reference skills, in reality, are cross-curricular abilities that are taught in many academic fields, including language arts, science, history, and arithmetic. You may call them learning abilities.
“Citations are utilised for more than just avoiding plagiarism; they also serve other purposes.”
By mentioning other writers and researchers in your work, you may acknowledge their contributions. Any university assignment that uses the ideas, words, or research of other writers must provide citations.
Referencing is also a method of expressing gratitude to the writers whose words and ideas you have plagiarised. You acknowledge and respect a researcher's intellectual property rights when you credit their work. As a student or scholar, you may utilise any of the millions of ideas, insights, and arguments published by other writers, many of whom have spent years researching and writing. All you have to do now is express your gratitude for their help with your project.

                                             (UNSW, October 2019)




















Reflection:

I've always known that I'm not the most skilled person at communication until I started this course. I am very anxious when it comes to public speaking but with the help of this Moodle and its challenges, I have managed to have some academic knowledge in communication more than mediocre and to overcome my fear of speaking in public by practicing my presentation task 1.
Learning how to manage my time in the best way was a pleasant race. I understood how precious time is and how much I wasted before this Moodle
Academic/cover letter/CV writing they were my favourite courses because they helped me to make my reports in a professional way at my workplace.
My mood at classes was most of the times a pleasant one, my colleagues always gave me a good vibe, the teacher created an atmosphere that made you be eyes and ears on what she was saying but there were also moments when I was the person who brought negativity, maybe in light of my super busy schedule. I worked from Monday to Friday in that period, Saturday and Sunday I had to be on campus and that made me unable to offer 100% of what I could. The fear of losing my job was always ingrained in my mind until I started this course. Now, If you ask me, I know that my place is assured.  I am offering always my best, I have always room for more and I am listening to others opinions.





Conclusion:

In conclusion, this course makes you what I call a professional.
Using the skills you gain during ‘Academic and Employability skills’, you can ensure yourself a successful career. This course educates you culturally and raises your standards. 
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INTRODUCTION:

ACADEMIC SKILLS:

· Academic skills are abilities and habits that help students succeed in educational career such as research, report writing, and presentations

· Analysis, communication, social, planning, studying, test-taking, and technical abilities are among them. (John Spacey, 2020)



EMPLOYABILITY SKILLS:




· Employability skills are soft talents that enable you to cooperate well with people, apply knowledge to solve problems, and adapt to any work setting





· Employability skills also contain the professional abilities that will help you succeed in the workplace. These are also referred to as transferable talents because they may be used in any industry. (Alison Doyle, 2020





AMAZON HR ASSISTANT:



· Responsibilities as a HR Assistant at Amazon contain dealing with day to day queries (e.g. payment, attendance, policy guidance), time management, confidence in verbal and written communication in English and Good IT competence. (Indeed.com)



SKILLS NEEDED: 


· Problem solving
·  Good communication skills
·  Organization skills
·  Work in stressful conditions
·  IT skills
·  Writing reports
·  Time management 
·  Team working

TIME MANAGEMENT:


· Your ability to manage your time, as much as any other practice in your career as an executive, will determine your success or failure.

· Time is the one indispensable and irreplaceable resource of accomplishment.

· It cannot be saved, nor can it be recovered once lost.
	
· Everything you have to do requires time. 

· The better you use your time, the more you will accomplish, and the greater will be your rewards.
         
                                                        (As Brian Tracy said in 2013)









              PERSONAL  SWOT ANALISYS: 


STRENGHTS:                        
· Flexibility
·  Focused
·  Problem-solving
·  Teamwork
·  Organization skills
·  IT skills

WEAKNESSES:
· Speak in front of an audience
· Confidence in verbal and written communication in English

OPPORTUNITIES: 
· Professional training
· The chance to grow professionally

THREATS:
· Frozen holiday in December
· Not enough laptops on site
· Car park restrictions




CONCLUSION:



The purpose of this assessment was to demonstrate how important academic and employability skills are in a student life who wants to reach the peak of his career.
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