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Introduction:
The aim of this reflective report is to focus on what I have learnt since starting this course, how it has helped me gain employability skills as well as valuable knowledge. I will also be looking at Gibbs Reflective Cycle and how it has helped me develop this reflective report, I will also explain in depth how I feel about particular Academic and Employability skills and how I can improve in my learning using an Action plan.

Gibbs Reflective Cycle
Gibbs’ Reflective Cycle was created by Graham Gibbs in 1988 to provide structure to understanding from practices. It presents a set up for analysing practices, its recurring nature offers itself predominantly well to repetitive encounters letting you absorb and plan from situations that went good or bad, it has six stages (Ed.ac.uk/reflection 2020). Describing the experience, Feelings and views of the experience, evaluation of the experience, analysis to make logic of the situation. Conclusion will be about what I have learnt and what I could have done otherwise and finally an action plan for how I would deal with comparable circumstances in the impending future or if any changes occur.


I started this level 4 course in October 2019, it had been a long time since I last studied but I was excited to embark on this new journey of learning. I had put my education on hold for a long while as I concentrated more on my family, now I had the opportunity to follow my dream career. I was working in the retail sector and helping in my family business with my husband. The business was built on my husbands dreams and ambitions he has always been a businessman, but my heart was not set in the job I had, it was not enough for me. So, I thought I had to make that change myself, I knew I needed to gain more skills in order for me to achieve my career goal, so the first step was enrolling in this course. To my surprise there has been many new things that I have learnt so far. At first, I was worried I will not be able to complete this till the end, I was in fact doubting my ability. I had no idea how complex academic English is. Gradually I could see I was lacking knowledge in some areas however, this made me more determined to succeed. 
Paraphrasing
I learnt about paraphrasing; I knew a little bit about it but needed more practice. When our lecturer talked about it with us, I was slightly worried I would not be able to get the hang of it again. I watched several YouTube videos at home on paraphrasing and how to do it correctly, I also read a chapter in the book Certificate in Higher Education Skills in the Workplace, according to (Maund et.al 2017) paraphrasing reiterates the message that was communicated in order to simplify and confirm a true understanding of the original message. Paraphrasing is also defined as a compelling listening skill that supports others, develops trust and welcomes greater levels of discovery (Maund et.al 2017). I did in an in-class exercise on paraphrasing, I was happy with the feedback I received from my lecturer, this confirmed that I had good paraphrasing skills. I was comfortable in paraphrasing now and I found it easy to apply this skill when doing my assignments.

Time Management
 I also learnt about Time management, the Eisen Hower method/matrix helped me organise my time effectively. The Eisen Hower method/matrix was named after Italian Economist Vilfredo 1895. His method suggests that you should prioritise tasks by urgency and importance and put it in four quadrants with different work approaches. The important/urgent tasks should be done immediately for example this may be deadlines, problems or even crises, (Medium.com n.d.). The Important/Not Urgent quadrant should have an end date and should be done personally, this maybe relationships or planning etc. Then Unimportant/Not Urgent quadrant will have the menial tasks that can be done whenever you like. This method helped me to visually see what tasks I needed to get done and which tasks were most important. To me, completing my assignments on time and home schooling my children following their schedule were my Very Important tasks, so I made sure to get these done first. This method has also made me reflect and realise something was that I do too much with too little time. Maybe there are a lot of people that do this too, but this method made me realise that sometimes I do not need to get everything done at once. I felt organised and less stressed when I started using this method. 



Referencing
Referencing was a skill I was unaware of, I have not done referencing before but what I understood was that referencing is an important skill needed in Academic writing as it provides validity to students research work, it allows the reader to trace the original sources of research work so the reader can access the material and understand it themselves, (Studyingeconomics.ac.uk). It shows the complexity and extent of your research and acknowledges some else’s work. Our lecturer explained that if we did not reference or put in text citations, we are not giving credit to the original source therefore we will be accused of plagiarism. At this moment I am good at referencing, sometimes I do need to refer to the Harvard style referencing handbook to help me. In order to improve on this skill, I will be watching more YouTube videos on Referencing as there are many styles of referencing, the one we use at this university is Harvard Style of referencing.

CV Writing
The second term we focused more on Employability skills, the first skill we learnt about was CV writing. I had basic knowledge and skills in CV writing as I have written my own CV before, a CV is a record of your personal, educational, and work details. From what I knew from my early education a CV should start with my personal details, then my Education (most recent ones first), Work experience/Voluntary work/Relevant experience, Interests/Responsibilities/Achievements. Then it should state my Skills/Attributes, this could be that I am are a good communicator, good Team leader, I have IT skills, Time management and Organisational skills. At the end I will put my Referees this can include at least two Academic referees if I have recently graduated or are an undergraduate. The most essential thing is to present appropriate information in a simple to scan format so that the person reading my CV can instantly see how my skills and expertise match their requirements, (Indeed.co.uk 2020). For me, the most valuable information I have learnt from my lecturer is that every CV should be tailored to the job I am applying for. I never knew this before, I always made one CV and sent it to all the places I was applying for jobs at. I did not think to tailor it to each specific job I was applying for! This made me reflect and think that this is probably the reason why I barely got a response back from the companies I applied at. However, now that I have learnt this, I will make sure that I have tailored my CV for each job I am applying.

Cover Letter 
I then went on to learnt about what a cover letter is and how to write one. I have not written a cover letter in the past although I had some knowledge of it as I have seen some before from friends and family. A cover letter is the first opportunity for you to impress your employer, this is the first thing an employer sees in your job application, it is a chance for you to stand out from the rest and convince the recruiter to put you through to the next stage, (TheGuardian.com 2020). When I start writing my cover letter, I will first introduce myself, I will tell the recruiter the position I am applying for and how I have learnt about this opportunity. Then I will include basic information about myself which will include my area of study/expertise, my career goals in terms of how they correlate to the goals of the company I am applying at. My lecturer explained that the second paragraph is the chance for us to sell ourselves, to promote my interpersonal skills I would describe my previous work experience, skills and abilities which will allow me to meet the company’s needs, this should also include some word or phrases from the job description. I also learnt that I should do research in the company I am applying at, finding out what they do and why will give me a better chance in succeeding. A cover letter should not include any of my weaknesses, a recruiter does not want to know what I cannot do but what I can do, I will focus on my strong points. At the end of my cover letter I will say that I would love to get an interview and I thank them for spending their time to read my letter, I have added an example of a cover letter (see Appendix 1 ). Before writing my cover letter I will do some more research on writing one, I will watch more videos on YouTube to do this and look on websites online.

Analytical Thinking Skills
Another topic I learnt about is Analytical thinking, I did not understand what analytical thinking was in the past. My lecturer explained it extremely well, analytical skills is a mental process of breaking down intricate information or comprehensive data into smaller parts, at their core they are problem solving skills. It can also be interpreted as thinking that is aimed at accuracy, there are situations where it is essential to establish whether a set of facts leads to a specific conclusion or whether making a judgment might have repercussions other than those expected, these are situations where analytical thinking is required, (Oxfordmind.co.uk 2018). Even if you have career development training, there will be numerous times where people can be put on the spot to deliberate analytically and the correct or incorrect choice could make a change in the career path they choose to follow or career progression they accomplish in the future, (Miller, C.L 2017). Analytical skills can make a person marketable, as I do not have my dream job yet by improving my analytical thinking skills this may help me in get the dream job I have always wanted, adding a few of these skills in my CV can impress my potential employer.

Creative thinking
One example of analytical thinking skills is creative thinking. Creative thinking is a way of exploring problems or situations from a new angle that recommends unconventional results which could look unsettling at the beginning. Creative thinking can be accelerated both by a shapeless process such as devising, and by a defined process such a s lateral thinking, (Businessdictionary.com 2020). Creative thinking is the ability to think differently, when you are facing a major dilemma or problem and you can not see a way forward, at times of difference when it is hard to see what may lie ahead and you want to think about probable circumstances, (Skillsyouneed.com n.d). There are several other examples of analytical thinking skills, looking back at this I think that I should have asked more questions to understand this topic a lot better, at times I do hold back in asking question to the lecturer because I am not confident enough. Therefore, I believe that I need to research and learnt a bit more about them to understand them better, I will be reading more books and researching more on this topic.

With difficulties came hidden strengths, that I discovered about myself. I certainly did not think of myself as leader, but when we had to work in groups sometimes, I found that I am a good leader. I express my ideas to the group while trying to balance out the views of others in the group so that we can come to a settled decision. I believe this can benefit me in my career because having the skill to take control of a situation is a beneficial resource to have.





Conclusion
My observation is that I have gained a lot of knowledge since I have started studying again, my lecturer has been extremely helpful, he explained topics very well. Looking back, I can see now that I am much better at paraphrasing and referencing then I was the first term. I have discovered that I can be a team leader if I want to, I have surprised myself! I have learnt how to manage my time better using the Eisen Hower matrix. I have gained skills in CV writing and cover letters; I will certainly make sure that I tailor each CV for specific jobs. In my action plan I will include researching more about analytical thinking skills, I want to expand my knowledge in these topics so I will also read more books ensuring that I try to learn something new every day. So far this learning journey has been a successful and enjoyable journey for me, it has opened my eyes to many opportunities and strengths I thought I never had. This make me  look forward to learning a lot more. 
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Example of a cover letter

Flat 3A,
18 Floral Place,
Ash Lane,
Normanton,
NM8 6AY
18 May 2013

JAParsons,
Headteacher,

Alderton Primary School,
Thistle Avenue,
Normanton,

NM8 16X

Dear Ms Parsons,

!am writing to apply for the position of Learning Mentor, as advertised on the
Prospects website.

During and since completing my BA in Learning Studies | have been working as  Play
Leader for Top Tots to gain practical experience of working with children. This
experience has been invaluable in putting into practice some of the educational
theory | learned in my degree.

In particular | have learned how to respond to a range of children's needs and to
understand that their behaviour is not always a rational response to their
circumstances. For example, | worked with a child who was behaving aggressively
towards other children and another who was withdrawn and unsociable; through
Play activities | learned that it was the former child who lacked self-confidence and
who needed the most encouragement of any in the group.

My previous employment i arts administration and retailing developed strong
interpersonal skills and my capacity to deal with multiple demands on my time and
resources,

In retail work it was not uncommon to be dealing with one customer as another
sought help and as the phone began to ring.

In arts administration | had to balance the requirements of the funding bodies with
the users of the website while, at the same time, organising exhibitions and artists. |
found that | have both the stamina and the organisational ability to thrive in these
circumstances and feel sure that the skills | learned will be an asset to a busy primary
school.

Sulea
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The reason | embarked upon my degree course is because I have a love of learning. |
would very much welcome the opportunity of an interview to explain how | can
combine my enthusiasm for learning, art and drama for the benefit of children in our
community.

Please find my CV attached.

Yours sincerely,

Lucy Marcus




