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Introduction
The purpose of this report is to reflect on my learning in this module, using recognised models of reflection. These following topics were very useful for me because they give me the opportunity to have a better understand of what they represent and how they can be applied in the real word. The topics that I will use to reflect on are: Communication skills, Time Management skills, Team working skills, and Cover letter.
Having the chance to reflect on a topic/experience gave me the possibility to be able to understand better how the experience happened and why it had the succeeding consequences. In my opinion ,it is mandatory to use reflection with every situation that happens in your life because you have the change to look at the situation from an other prospective ,you have the change to analyse other outcomings that could result and furthermore, it is giving you the great occasion to learn something for that experience.
I will reflect on all of these topics taking in considerations Kolb`s Experiential Learning Cycle which has for stages: experience, reflection, theorising and planning (Morgan, 2007).
Communication Skills
Communication skills are defined as a person capability to deliver information that is effortlessly understood by others (Iksan et al., 2012; Khan et al., 2017).
According to Griffiths and Dunham (2015), communication is “the exchange of the thoughts, information, or ideas that results in a mutual understanding between two or more people”. The persons who wants to exchange the information is the sender and the persons that receive the message is the receiver. The sender encodes the information and through a transmission medium (which can be oral, written, non-verbal or electronic) directs the message to the sender. The receiver decodes the message and give back feedback to the sender (Griffiths and Dunham, 2015).
It is very important to have this skills because ,the faculty to communicate is impacting all the other skills needed to accomplishment: leadership skills, the ability to work in teams , the capability to give presentations, the capacity to enact well at interviews (Morgan, 2007).According to Kinnick and Parton (2005), communication skills are essential for individual, team and organizational success.
However, communication inclines to be the source of the most glitches in employment and personal relationships (Morgan, 2007). Having poor communication skills has a big influence in persuade the opinion of the people (Kinnick and Parton, 2005).
In addition, at the university, is compulsory for the students to have this skill in order to be able to: ask questions to the lecturer, to do class presentation or group assignments, and to integrate in a team.
Moreover, because communication is the glue that holds organization together (Katz and Kahn, 1978), in the workplace having a good communication skill means to be able to complete the task efficiently. 

When I come in this country I had a shock on how the people communicate and how they using communication .At the begging I had bad experiences with people that tried to use communication to take advantage of me only because I was a women. For me was very hard to understand that people will try to communicate you only that words that you want to hear not the words that represents the true. They will do this, only because they want to get something from you. Every time I went to see my childhood friend in her workplace her boss was communicating with me very kindly and I was thinking how nice people are in this country. Later on, he got me a job opposite his restaurant to a coffee shop and he called me to ask me to come to meet with him to talk about the job. Taking in consideration that I believed that he was a nice person, because he was communicating with me so nicely, I trust to meet with him. So, I went to meet with him, and he brought me in an old restaurant that he owned, and he close the door and wanted to sleep with me. I could not believe it, I was shocked. He told me that because he got me the job I have to sleep with him. I told him no and I am not that kind of girl. He believed that because every time he communicated nicely with me, I respond in the same way, being nicely as well, and because he got me a job this mean that I have to sleep with him. I was very disappointing and shocked because in my country when someone is nice with you and you are nice with that person does not mean that I have to sleep with that person. What I learn from this experience it is never trust people that are nice with you and get you a job. Not to believe they are doing it only because they want to help you. No it is because they want something from you. I know that this it is not applying to all the persons that I am going to meet in my life, but now every time someone it is communicating nicely with me I am extra vigilant.

In my opinion ,I believe I have good communication skill because both at university and at workplace, I integrate easily in a group and within that group I communicate effortlessly .During a lecturer or a meeting I like to be active and when I am confuse with something ,I  put question to clarify the confusion .

Time management 
Time management is the capability to use our time efficiently (Morgan, 2007). 
Good time management is the capacity to control the utilization of the time to such a degree, that we can organise what we do deprived of unnecessary strain or stress (Morgan, 2007).
Literature review provides some models about how to organize our time efficiently.
One of the models belongs to Sheila Cameron. In his model Cameron (2009) describes three principles to use time effectively:
1.After you decided and prioritize what is the most significant thing to do in that day, you must put all your effort in it, in appropriately manner
2.You must direct your effort in an efficient manner like for example, keep the place where are you studying clean and tidy so in this case you can focus and concentrate without distraction 
3.You should minimise the time wasted, like for example, to assign the right amount of effort and energy to the task that you already decided to be the most important thing to do in that day 
Another model was created by Brian Tracy in 2013 .In his book ,called Time Management , he talks about the importance of using the time in a way that acknowledge the statement that time is the most valuable benefit  that exist because it cannot be hoarded and cannot be recuperated one you lost .The author says that you can manage your time successfully if you are using the four “D” : 
1. Desire. It is very important longing to have the time under your control.
2. Decisiveness. You have to make a strong decision to exercise time management until it is becoming a routine.
3. Determination. Even when you will encounter temptations that will try to stop you to achieve time management skill, it is necessary to have determination and not let them affect you. 
4. Discipline. It is mandatory to practice time management even when it will be times that you do not want to, but you have to remember that discipline is the key to success and to achieve time management skill.

Consequently, if you want to be efficacious you must have time management skills because having a good time management skill it is helping you, on one hand, to be efficient in your workplace and, on the other hand, to be well-organized at the university. In the workplace, if  you do not have this skill, you will not be able to complete tasks by the deadline provided by the company .At the university not having this skill means that you are not able to finish assignments in time and this will affect your marks and you wellbeing at the university .
In my country I learned how important is to have a good time management skill. When I use to work in sales, we had deadlines that we have to achieve in order to get our performance. When I came in this country  I had the chance to learn at this university about different theories of managing your time more efficiently .It helped me a lot ,because I had other prospective of how you can manage your time better .I applied it in my work place and I saw great results .I use the for “D” of Brian Tracy and was amazing the results that I achieved. For example, if I get stuck with something regarding this topic, I go quickly, and I look at the stickers that I have in my office with the theory of Brian Tracy. I started to apply it straight away and it is helps me with my confidence as well. What I learn from this experience it is that even when you got stuck with something ,do not lose your head your get panic ,but take a deep breath and remember the time management strategy that help you to get amazing results.
I believe I have good time management skill because in my workplace I know how to prioritize the things that needs to be done urgently and I finish all the tasks  in time .At the university, I like to be well-organized and I put all my effort and energy to finish assignment in time.

Team working

Team is a number of people working as one to accomplish a specific goal to which are all communally committed (Morgan, 2007). Team design influences how a group of persons co-operates as a group and assists to success (Griffiths and Dunham, 2015).
Pina Tariccone and Joe Luca (2002) made a review of the literature that states what characteristics should a team have to be considered an operative and efficaciously team:
1.Fatihfulness to team success and common goal – all the members of the team are engaged and motived to achieve success for the team.
2.Interdependece- all the persons inspired, encourage and promote learning that will help the team to be grow and become solid.
3.Interpersonal skills – the persons creating the group are open minded, truthfully, show respect and supportive with individual skills of each member.
4.Open communication and constructive feedback – the members are providing active listening to the needs, values and believes of each other.
5.Apposite team composition – every individual has to know their role in the team and what are their responsibilities.
6.Commintment to team developments, management and accountability -every person in the team have to be responsible for the contributes to the group and to the development of the team. They have to be aware of the new ideas that will help the team to progress. The leader must enforce support and have the problems solving skill and decision-making skill. 
Furthermore, according to Tarricone and Luca, the teams that were unsuccessful and experience severe problems that cause them to split, on the attributes requested to be successful were: 
1. Faithfulness to team success and common goal – not all the members of the team were motivated to accomplish success, two members were extremely motivated while the other members they did not care.

2. Interdependence – the members that were doing very good to accomplish their own task between the team, they did not help other members that were having problems performing their task and this results in a lack of team solidity and collaboration.

3. Interpersonal skills – in difficult times the members of the team did not give appropriate support to help others and they use remarks to hurt rather than motived other members of team to finish their tasks.

4. Open communication and constructive feedback - because other members of the team use negative feedback and criticism, this create the outcome that members of team did not wanted to discuss their problems openly and ask for help. 

5. Apposite team composition – the members of the team did not understand what their role implies to do in the team, and this create confusion and frustration.

6. Commitment to team developments, management and accountability – because not all the members were involved in the same degree as others, this result in feelings like disrespect, ineffectiveness and the role of leader wasteful.


When I come in this country my belief of what represents a good team working was different of what I find here. In my country when you are at work  and you belong to a team that have to achieve one goal, every member of the team motived themselves and help the other members in order to achieve the result that it is needed. Honesty and trust in my country are very important if you are in a team and you and want to perform very good. When I started to be a team leader in this country and I had to influence my team ,I often find persons they are not honest and they lie in order  to get them rid of a bad situation. For them lying it is something normal and to stab you in the back in order to achieve a benefit it is something ok to do. What I learn from the experience that I had in this country it is that you do not have to take something personally, because people are what they are, and it is nothing have to do with you. I am still working on this and every day I believe that I get better and better.
I believe that I have to improve my team working skills because sometimes I tend to expect more thoughtfulness from other members of the team. Taking in consideration that , sometimes my expectations are not fulfilled and, I tend to be disappointed and it is hard to realize in that moment that, everyone in the team are doing things in their own knowledge and system of believes that some many times it is far to be similar with my own . 

Cover letter
Cover letter it is very important when you are sending your CV to an employer. In the cover letter you are explaining to the employer how your skills will help his business to achieve performance (Morgan, 2007).
When I came in this country, I send approximately 200 cv and no responses. Later on, I learn that you have to attach a cover letter as well because they are companies that are not even open your cv if you do not have a cover letter a well. They are companies that are using a special program that are excluding all the cv -es that are not accompanied with a cover letter. Because of this, I started sending cover letters as well and I got an interview. In this semester I had the opportunity to learn in details why the cover letter it is so  important when you are looking for a job .What I learn from this experience it is that in the future if I will need to apply for a job I have to send a cover letter that shows to the employer how my skills will help his business to grow.



Conclusion
In this report was presented the importance of using reflection in your life, both personally and professionally.
Using reflection gives you the opportunity to be conscious about one experience, to learn from it and to find better ways to manage it in the future.
I am very grateful that I had the opportunity to analyse some experience using reflection, because it help me to create a better self and to think outside the box .
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