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INTRODUCTION 


[bookmark: _Hlk134913982][image: ] 
(Gibbs-reflective, 2020)

Using the Gibbs Model of Reflection, this report is intended to reflect on time management, cover letters, curriculum vitae (CV), and public speaking. I will use this model to analyse my online learning experiences and connect them to the Gibbs model of reflection.

DESCRIPTION: Time Management is the practice of effectively and efficiently allocating time to the appropriate activities. The organization of our syllabus and the deadlines for submitting our assignments can both be connected to my thoughts on time management. Each assignment has a deadline that must be met, and good time management skills enabled me to organize my work, complete it, and submit it on schedule. (The Guardian, 2021).

FEELING:  How you feel affects how you act and carry yourself. Positive emotions can increase morale and production, while negative emotions can create unpleasant situations. When I think back on my experience learning online, I feel good about both the lecturers' teaching methods and about myself.  I feel happy when I participate online, and this feeling motivates me to work quickly and successfully. I've been able to lower my stress levels associated with not finishing my assignment on time by effectively using my time management skills. (The Muslim life coach institute 2020)

EVALUATION:  This is an honest account of yourself by reflecting on what you are doing well and what you are not doing well. Based on my learning experience on this module I found time management enables me to focus on the task at hand and enables me to prioritize and allocate my time effectively and efficiently juggling with my learning and at the same time taking care of my children. (Gaudian, 2020) 

ANALYSIS: Based on my reflections on time management, I discovered that I had significantly improved and become much more effective at managing my own time compared to a few years ago when I was poor at doing so. This improvement has made me feel better and more in control of how I use my time. I can also tell where my time is being wasted, what takes too long, and what I should have been doing instead. (The Guadian,2020)

CONCLUSION: Overall, I am really happy with the change I have undergone in such a short amount of time. My time management abilities have improved in how I prioritize work with other social commitments, study online, and live. (It simply placed,2020)

ACTION PLAN: I have created the following action plan to evaluate my time management abilities based on my learning experience:
Set SMART objectives.
· Establish weekly goals.
· Time interferes with your plans.
· Frequently pause.
· Refrain from multitasking.




2. COVER LETTER: 
[bookmark: _Hlk134906611]DESCRIPTION: You send a cover letter along with your resume, which serves as the front cover. However, it differs from a CV in that it's created with the job you're looking for in mind rather than being a written review of your talents and experience, allowing you to highlight aspects you believe would make you qualified for the position. I now understand what a cover letter is and how it differs from a CV after reflecting on my learning experience. The cover letter will serve as my introduction to potential employers, who will be able to determine right away whether I'm a good fit for the position. Resumegenius. com,2020).

FEELING: Showcase your skills. Too much passion in your cover letter runs the risk of coming across as desperate or needy. You might be banking on this career opportunity but draw attention by demonstrating your grit and will. rather than stating that you can raise revenue, improve customer engagement, or resolve issues. In light of what I have learned in class when applying for a job, one should refrain from making the typical mistake of utilizing personal feelings. (Clarks, 2014).  

EVALUATION: Describe how your prior experience, skills, and talents can help you satisfy the needs of the organization in this section of your CV. Based on what I learned in class from my professor, I can say that you need to market yourself to companies by showcasing all your skills and expertise. For instance, leadership abilities, communication skills, and many more.(Clarks,2014).

ANALYSIS: Analysing your suitability for the position will prevent time wastage and help you decide if it is the correct one for you. You may discover more about the company and decide if you want to work there by conducting some research on it as well. Before sending your CV, you should also study the company. Think about what I have learned in class. For the analysis phase, you need to explain what new knowledge or marketing techniques you can bring to the organization to boost sales. (Clarks,2014).

[bookmark: _Hlk134909194]CONCLUSION: In conclusion Call to Action" refers to this section. You must let the firm know that you are completely prepared for the interview. I should be highly certain that I can contribute to the company's success based on my learning experience. I appreciate you reading this and giving me a chance to serve in this capacity. According to my research about your business and this role, I think my capacity for teamwork and communication will make me a fantastic fit. (Indeed. com,2021)

ACTION PLAN: Before applying for the job, I would create a plan. This strategy will look like this.
· reading the job description and candidate requirements
· Observe the primary qualifications and prerequisites for the position.
· Examine my qualifications to see if I am a good fit for the position.
· Send the company my resume and cover letter if it is appropriate.
· Prepare for a formal interview if I am hired. (Indeed. com,2021)

3. CV WRITING:
DESCRIPTION: Job applicants use a curriculum vitae, sometimes known as a CV, to highlight their academic and professional achievements. It is used to apply for jobs in industries that demand a person's specialized training or experience. Typically, a curriculum vitae is longer than a resume. (Corporate finance institute, Review what I discovered in class. Contact information on a resume should include name, address, home address, phone number, and email address. My date of birth doesn't matter unless I am seeking a modeling or acting job.(Indeed. com,2021)

FEELING: It's always a good idea to share some more information with potential employers but avoid going into detail about your personal history. In this segment, a lot of people merely go through the motions (how many times have we read, "Reading, Cinema, Socialising with Friends..."). Tell them about your sporting interests and involvement, especially if you are a player, coach, or manager. According to what I learned in class, stay away from any material that can hurt your application, such as "I enjoy drinking with my friends." Yes, we have witnessed this more than once. (Indeed. com,2021).

EVALUATION: Thinking about the positives and negatives of the experience is what is meant by evaluating the events and related thoughts and feelings. That could entail reflecting back on what you could or would have changed or what worked well. 
[bookmark: _Hlk134914950]Think back to what I learned in class from Anita Nan, my lecturer. A CV should be succinct, high-level, and customized for each position. These things shouldn't be added Age, ethnicity, political preference, religion, hobbies, marital status, sexual orientation, place of birth, photos, height, weight, and health are all included on a resume. (Career Jobs, 2021)

ANALYSIS: An individual's education, relevant work experience, and other professional qualifications are detailed in their curriculum vitae, which is a biographical document. Among other things, it is used to support job applications, grant applications, publication submissions, and professional presentations. List all prior education, including professional credentials, with the most recent at the top and the type, grade, and dates of each qualification. Reflect on what you learned in class. Only bring up certain modules when necessary. (Career Jobs, 2021)

CONCLUSION: 
A. Keep it brief—no more than two sides of A4—so that it can be read quickly.
B. Pick a legible, professional font to make it easy to read your resume.
C. Have a clean, logical layout with adequate white space and distinct section headings (job experience, education).

ACTION PLAN: I would plan before applying for the position. This strategy will look like this:
· Reading the job description and candidate requirements
· Observe the primary qualifications and prerequisites for the position.
· Examine my qualifications to see if I'm a good fit for the position.
· Send the company my resume and cover letter if it is appropriate.
· Prepare for a formal interview if I am hired.
· Action program at this point, you are not required to give the names of your references.

4. PUBLIC SPEAKING AND GIVING P PRESENTATION

DESCRIPTION: The skill of speaking to an audience persuasively is referred to as public speaking. Your capacity to communicate clearly and confidently to an audience, whether they be people you already know or a large group of strangers, is referred to as your public speaking skills. During a presentation: For example, business studies and languages, two academic subjects that require the creation and delivery of good presentations. But this ability is equally crucial in the workplace. Consider what I learned in class: whether presenting a presentation or giving a speech, the presenter should look professional, polished, and assured. (Career-advice-job,2020).

[bookmark: _Hlk134911327]FEELING: People who have stage fright or a fear of public speaking are constantly plagued by negative emotions and thoughts that make them believe they are bad speakers. However, the sensations and thoughts are typically more about the need for perfection than a precise evaluation of their real skills and aptitudes. A genuine smile will put you and your audience more at ease, so consider what you learned in class. Your zygomaticus muscles, which are responsible for "laugh lines" around the eyes, are worked by a genuine smile. (Flexjobs,2020).

 EVALUATION: A true speech evaluation entails the capacity to comprehend a speech completely and to make insightful comments that will help the speaker advance. In the end, stating something worthwhile and assisting someone in becoming better is what public speaking is all about. Consider the lessons I learned in class and have enough assurance in your presentation that you can adjust based on what your audience is telling you. Our facial expressions and eye contact can have a big impact on how we present ourselves. (Flexjobs,2020).


Analysis: an overview, Identification of the audience is necessary in order to tailor a speech to their interests, degree of comprehension, attitudes, and beliefs. Try not to rock back and forth during your reflection on what you learned in class; instead, be sure that every movement you make has a purpose. Synchronize your leading foot, hand, and eye contact (Manangenetstudyguide, 2000).

CONCLUSION: Build your self-efficacy or the confidence that you can succeed in any circumstance. Learn about your locus of control, or how you may impact any scenario in your life on the inside as well as the outside. Consider what you've studied in class about facial expressions, eye contact, body language, posture, gesture, and nonverbal communication. Spend a short while remaining motionless at the front of the room. Small gestures are those that merely use your fingers. (Structure team.2020). 

ACTION PLAN:  Make sure to properly plan your communication. Use the 7 Cs of communication and tools like the rhetorical triangle to help you structure your speech. Other tools include Monroe's motivated sequence and the rhetorical triangle.
The final action item is to avoid using the "bent-elbow robot arms" attitude while giving a presentation since it makes you appear stiff and uneasy. Additionally, your "pizza pie" wide-arm gesticulation makes you appear extremely emotional and uncontrollable. (Structure team,2020)
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