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TOPIC
 Write an appropriately structured academic report where you reflect on your learning in this module. Mention 4-5 topics from either of the two terms and reflect how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. Explain a recognized model of reflection and apply it to each topic. Also, analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.

Lecturers’ name – DR TOYIN ADISA
ABSTRACT

Looking back at my past experience in life as a student, and a  worker,  before my admission into ( University of Wales Trinity Saint David), measure with the current knowledge acquired through studies and learning, I can say emphatically, that there is a great deal of positive change to my academics standard and understanding. And this put together has really helped in improving my academics and learning carrier, more so in my work and social life commitments. All are manifested in my approach to academics and working – routines.
However, this, experiences can be linked to the knowledge acquired, conducive learning environment, highly competitive, and consistent class assessment on each topics enshrined in each module. Since inception, various interesting topics were treated in class, each with its positive impact on my understanding. Among which are four that triggers my imaginations because it brings to mind my past experiences.  Such topics included Time management, Reflective writing, Cover letter, and CV writing. However, that is not to say other topics are not important as well.












INTRODUCTION

My thirst for knowledge and academic improvement has inspired me to seek admission into University of Wales Trinity Saint David London Campus to acquire Certificate in Higher Education for the Workplace as this will help me to face future challenges. Education is not about lessons in text- book it’s about the lesson of life and is entire surrounding according to Kafoumba Doumbia 2013. Education is important for knowledge gain, building and development of opinions and also interpretation of various perspectives. I will write on four (4) important topics which are: Time Management, Cover Letter, CV, and Reflective Writing respectively.
I will also apply Gibbs Reflective Cycle Model in my communication. This model, was aimed at providing a grandstand to learning from experiences and direct one through various stages of an experience, these involves Descriptions, Feelings, Evaluation, Analysis, Conclusion and Action Plan. (Reflector’ – Tookit, 2020) as shown in (diagram 1A).













DIAGRAM SHOWING PROFESSOR GIBBS’ REFLECTIVE CYCLE MODEL
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( DIAGRAM 1 A )                             
(Mulder, P. 2018)





TOPIC 1


WHAT IS TIME MANAGEMENT

Time management is the process of planning and exercising conscious control of the time spent on a, specific activities to work smarter than harder towards achieving a set goal. In fact, it is the ability to balance the time requirement of your life using them efficiently. Remember, it is difficult to take control of every single minute of your day especially when there is so many distractions around. Since ages, our parents and teachers have advised us to spend our precious time judiciously. (Sandap Kashap 2019). Managing your time efficiently help you improve in your career. Organising each day helps you to complete work on time, stay engaged during important meetings and give you stretch to be creative and proactive in your task. (Indeed.com/care.2020). Presumably in the past, the phrase time management means little or nothing to me, hence failed to apply it in my day-today activities. So from a wider perspective, I look at it a waste effort. In the past, I used to run my own business, decide what to do and when, so I report or accountable to anybody, I wake up at my own convenient and go out for business when I felt. The nature of my business then was general supplies of industrial spares and fittings material. It is proper to note that such business requires proper time management skills. It is a field job that involves consulting different company for supply. And when eventually you are to submit quotation for particular materials, this always goes with time. There is always a time frame for supply, and failing to meet up, renders such contract or quotation non valid and it will be revoked.  There was this, colossal contract awarded to me then, with good profit margin, but unfortunately, I lost the contract for lack of keeping to term of supply – exact date on the local purchasing order. I tried to convince the company to accept the supply, but all plea, was unacceptable. That was the beginning of my dilemma, and because of the huge lost, my business was grounded and all capital invested in it gone. But when I came to university and this topic was treated –“Time Management”, I became more knowledgeable, conscious and sensitive to the importance and  also appreciate its impact not only in business environment, but also in academics and social life of a person. Through my learning experience in class, I also apply a scale of reference in my daily activities- the most important, important and the less important one. However, since time management is one of the key factors needed for all successful business activities, learning and vital in any human endeavor, I will strive to, evolving this skill to the best of my ability. Assuming, I had in the past, my story would have been different.
In conclusion, having acknowledged the importance of time management, impact and implications, I am confident to apply it effectively and wisely in my future Endeavour. Finally, this topic is very helpful to me in all aspect, and the value and importance cannot be over emphasised.
















TOPIC 2

COVER LETTER

A cover letter is a professional business letter which, markets, advertise and introduce you to a prospective employer and you’re your suitability for a particular job. It is a supplement of a, curriculum vitae (c v). (Sarah Kuhn 2018).  A cover page is exactly what you had imagine – the very front page of your academics essay or paper, which includes important information about your work. (Cite this for me 2018). The primary function of a cover letter is to give the reader opportunity to identify your work at a glance, and makes your writing presentation look professional, neater and well organized. Additionally, provide a first time shield against any muddy touch and protect your writing from whatever might be loitering at the base of your school receptacle. However, cover letter is frequent in work that is formatted using the American Psychological Association (A P A) style. You may also need to include this when following other methods. Furthermore, failing to include a cover letter if required could give a negative impression to whoever is reading your writing for the first time. It could even cost you marks when making a presentation, so it is very vital not to overlook this simple task that should take a few minutes to accomplish.

MY EXPERIENCES

Reflecting on my past experience on cover letter, I attached little or no cognizance to the importance and value to cover letter when writing an application in the past. On several occasion, when applying for a job, the only thing that matters most to me is the application, even when I did, was not well articulated. As result, either my application was rejected outright, or receive no feed feedback from the employer. This routine continues till a particular situation when I had to attend an interview for the post of a sales representative after series of endeavors’, I remembered vividly the particular day in a well furnished office, with three men sitting behind a vast table with piled up files. When I entered the office, I was asked to sit down, and was fired with questions which lasted for about 20 minutes or there about, at the end I had a strong conviction in my performance having answered all questions required. Two weeks later, I received a letter from the company to informed, me that they are sorry they could not offer me the position. It was further stated in the letter that, though my credentials were fine and the skills and enthusiasm shown was fantastic, but unfortunately, my cover letter was not impressive because it lacks both academicals and professional -  standard, hence did not aligned with what I have in my cv. And that was how I lost that promising opportunity as a result of my lack of knowledge and experience. Ultimately, felt bad for not securing the job.
So when this topic was introduced to be part of the subject in our moodle, I quickly reflected on my past experience and the consequences, hence I believed it is an opportunity for me to correct and improve on my past mistakes - writing a standard and well articulated cover letter. To achieving this, I put in all effort to learning through regular attendance to lecture, participating in all class task, evolving good listening skills and ask questions when necessary and effecting all my class assignments. More so, with all the knowledge, acquired via my study in the university at present, I am convinced that the issue of a cover letters poses no challenge to me now, not even in future. The importance of this topic is so vast because it touches both my academics, social and working life and its importance to me is great.







TOPIC 3

REFLECTIVE WRITING

Reflecting writing is an analytical practice, in which the writer describes a real or imaginary sequences, scene, event, interaction, passing through, or memory and adds a personal reflection on its meaning. Thus in doing this, concentration is on writing that is not merely descriptive. (Wikipedia.org.2020). The writer revisits the scene to note details and emotions, reflect on meaning, examine what went well or reveal a need for additional leaning and relate what transpired to the rest of life. According to Kara Taczak, “Reflection is a mode of inquiry: a deliberate way of systematically recalling writing experiences to reframe the current writing situation”.



MY EXPERINCES

Right from infant, I was brought up to appreciate the value of education, even though my parents were not too educated, yet, they placed much interest in it. Some years back in my secondary school days, I remembered an incident which happened and still linger in my memory till date, though years has passed in between, but anytime this comes to mind, I felt grief-striking, a long time anyway. After my third term examination in my fourth year in secondary school, which happened to be the promotional examination to me, my result was not bad because I was promoted to the next class, which happened to be the final year, but my parents felt my result was not good enough. So they decided to move me to another school. Their aim was to disassociate me from friends and gives me more time to concentrate on my studies. However, all arrangement completed, and an interview was scheduled for admission to the new school. On the day of the interview, my father accompanied me, and this was concluded. But unfortunately, I could not sail through for admission to the school, and reason being that my mode of dressing to the interview was not decent enough to impress the interviewers, and it was  politely written; “We like to inform you that, academically you did well by answering most questions correctly, but your mode of dressing was unseemly and indecent”. That was how I lost that opportunity for such an avoidable, but important reason. And at this point, I was at the peak of abandoning my education carrier, my parents were also disappointed, but they gave me all the courage and assistance needed then, and eventually, went back to my former school to continuing my studies. After this experience, I began to see thing differently, I dedicated much of my time to studies, limit my association with friends,  and try to improve in my dressing habits by been clean and decent. So when I came to university with diverse topics introduce and treated in class such as: Time management, Communication, Analytical skills and Critical thinking, and other important topics, this further open up my knowledge, and ameliorate my understanding on my past experiences and afforded me opportunity to equip for the future challenges.
Finally, I am of the opinion that if I had gotten all the knowledge and experience acquire now in time past, probably, the story would have been different for me.










TOPIC 4

CURRICULUM VITAE WRITING (CV)

A CV which stands for Curriculum Vitae, is a document used when applying for jobs. It allows you to summaries your education, skills, and experience enabling you to successfully sell your abilities to potential employer. (Jemma Smith 2019). However, in some countries, for example, USA and Canada CVs are known as resumes. Creating a succinct CV is absolutely vital if you want to land that all-important interview. Because it takes, an employer just seven seconds to save or reject a, job applicants. In addition, not only do you have to make sure that you get all your skills and experience covered, you also need to look professional and presentable-not to mention make sure you pick the most effective format for your writing. (Michael Cheary 2020). Therefore, it is important that your CV creates a positive first impression and gets you that “foot in the door” opportunity to spend some time with the recruiting line manager at a formal interview. (Morgan Ryder 2017).


MY EXPERIENCES

In time past, my knowledge on CV writing was not completely negative while because whenever I apply for a job, I always dispense my CV to prospective employer. This, I believe I was doing to the best of my ability. But, not quite long, just some few years back, I decided to change my job, a close friend introduced me to the company where he works and during the process my CV was required. As usual, I presented my CV to the personnel Manager. After some few days, the personnel called back to inform that he has sent back my CV, though, was reviewed for me. So I should go through it and write a new one. The reason been that the previous was sub-standard, - the introduction, arrangement not in proper sequence, grammatical errors, and the format was wrong. Reading through the observations, I foresee my chances very slim because of my first impression which was though, a negative one to the Personnel Manager. And guess what, I eventually missed that opportunity. So when I came to the university, and this topic was tutored in class, I became more knowledgeable and enlightened, more so on all it takes to write a professional and standard CV. All this were achievable basically, through teachings relevant and important stages or factors when writing a CV. Such as, Top tips, Education and qualification title, (Including month and year), Work experience, Additional responsibilities and Activities, Hobbies and interest, and References if required. All this, were diligently tutored, including diverse class assessments, types of format and its application.
Finally, I can confidently say either during my academics career, or future working life, writing a professional and standard CV would never be an issue to contend with.

















CONCLUSION

In conclusion, i introduce the four main topics reflected on, using the Gibbs reflective cycle for the chosen topics in my expressions. I have also applied different stages to highlight my experiences in the past and try to relate them to my present prevailing standard. Furthermore, I also acknowledged my achievement since I started studying in the university and, is, impacts on my academics, working and social life, and, how I will subsequently infuse all the knowledge into my life activities, to equipping me for future challenges.
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