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1. Introduction 

This report is designed to offer a further insight and a deeper reflection of my understanding on three different topics using Graham Gibbs’ Reflective Cycle model (1988). This report will present my interpretation of how Reflective Thinking, Time Management and Cover letter are translated into Academic and most importantly Employability Skills in the world of work. Academic Skills are skills that can be achieved by studying and researching, while Employability skills are a bigger spectrum of skills achievable through applying theory and practical exercise. In this term, lecturers asked us to conduct some group assignments. I found this as being a perfect exercise of how we, as students, put to practice teamwork, our communication skills, active listening, in some cases leadership skills, and most important, good Time Management practice.
Many different definitions have been proposed for “reflection”, but each describes a process that creates greater understanding of the self and the situation to inform further actions, (Sandars, J. 2009). By analysing these three topics in depth, using Gibbs Model, I will be offering a more insightful analysis of how these will pave the way in my future career and in my academic years, and how this will allow a better performance in the learning experience and improving future decisions. 
Due to the cyclic nature of the model, it is extremely beneficial for repeated experiences and it allows me to create a plan for both things that went well and the ones that did not. I find this to have a positive impact on my experience as a student at the beginning of its academic journey. 
This report will cover what I knew before the module started, what I have learned, and how useful and important is the newly achieved knowledge in my Academic and Employability journey.



2. Gibbs " Reflective Cycle " (1988) 

[image: ]According to University of Portsmouth this model is a “structured debriefing to support experiential learning, and it was designed as continuous cycle of improvement for a repeated experience
but also, on a standalone experience”. I chose this model because it emphasizes on the importance of feelings in reflection and I like the personal dimension added to my report.
The psychologist and sociologist, Graham Gibbs, conducted a study named “Learn by Doing” where he encouraged individuals to approach a systematic thinking regarding the experiences they had during a specific situation or activity. This study, together with his reflective cycle helped breakdown the experience allowing reflection upon the event that happened to be analysed (Learning Performance, 2019). 
Gibbs Reflective Cycle Is based on six stages, during which an individual is expected to answer several questions in order to go as deep as possible into the reflection: description, feelings, evaluation, analysis, conclusions, personal action plan (Gibbs, G., 1988) 

 





3. Academic and Employability skills

Academic skills are, according to Cardiff Metropolitan University, behaviour aspects learned by students while studying (Cardiff Metropolitan University, 2020). Practising the skills lead to the development of students. Among the most important skills are problem solving and analytical ability, effective communication, creativity and innovation. Academic skills are made up of core skills such as presentation skills and referencing, academic writing, which underpin more complex skills, such as critical thinking and reflective practise (Academic Skills Specialist, 2013).
No matter which niche I will occupy in the workplace mastering the skills I can use, and the skills that employers are looking for can translate into a wonderful employment insurance policy.
Employability skills are those skills that are transferable and make an individual “employable”. Being challenged during this module to create a PDP and SWOT analysis, made me extremely aware of my transferable skills and what I need to improve to become more desirable in the world of Employment. Discipline, loyalty and teamwork were always my strongest skills achieved after working for 12 years in the Hospitality Industry, but I yet do not master skills like good time management, critical, analytical and reflective thinking.
The reason why I chose reflective thinking, time management and cover letter as my topics is because I considered them my weaknesses as a result of the SWOT analysis and is my intention to transform them into solid skills.


3.1 Reflective Thinking 

Before the term, my knowledge about the topic was limited and was something I knew existed in the back of my head. For example, reflection was something I used on every meeting I had with my friends in order to catch up after a long period of time where we have not seen each other. My knowledge was limited, and this made me feel embarrassed and unprepared. Reflection was the tool I used in my life on so many instances without thinking about the mechanism behind it, or any theory supporting the process.
	Reflection Model
	Stages
	Use

	
Kolb (1984)
	1.Concrete experience
2 Reflective observation 
3 Abstract conceptualizations
4 Active experimentation 

	Experiencing the situation 
Use reflective observation 
Interpreting the situation 
Applying results 

	

Driscoll (1994)
	1 What?
2 So what?
3 What now?
	Offers a complete overview 
Evaluation 
Creating learning moments 
Effectively evaluate the situation 


With the material offered by the University I have learned to define reflective thinking and writing, about the multiple perspectives in reflective thinking and writing and examples of framework of reflection. With the support of the material offered on Moodle I have learned about reflective cycles and how the process of can generate concepts. During this term we also studied Kolb's Experiential Learning. This is considerably different as it involves experiencing a situation, use reflective observation to interpret that situation, and then apply the results in an active experimentation. The last model we have studied is Driscoll's Model where he emphasized on the three “what’s” when returning to a past event. He accentuates that, during the reflective exercise, it is very important to identify the key aspects. I would have enjoyed learning about the Johns Model of Reflection (MSR) as it was developed for the nursing sector in the nineties, end it focuses on the dialogue between practitioners and their supervisors to help make practice-based knowledge explicit (Johns, C. 2006).

Analyzing Reflective Thinking is a powerful exercise that done correctly and systematically can take me back in time in a certain situation and see what set of skills I used in that instance and what was the consequence of my actions, it helps in understanding the outcome of my actions, and what steps I can add or skip to achieve a different outcome. 

In conclusion, trying to follow a career in Social Work, I believe reflective thinking is an important asset in this climate as it can help in understanding the practice of events and considering different perspectives. Community Care declared that after working in close contact with clinical psychologist Dr. Natius Oelofsen, found that reflective practice, especially group sessions, can dramatically reduce work-related stress for social workers. I now have a better understanding of this topic and its importance in the work and academic field. 


3.2 Time management 

Time management is something that I am very conscious about on my day-to-day life. Working in a fast-paced environment for the last 12 years made me very effective in terms of how I use my time efficiently. When working in hospitality, time keeping is as important as the quality of the service itself. I am always aware of how I spend my time and always try to come up with new ways of improving time efficiency. I am ashamed to admit that I was not aware of any theory that could make Time Management more efficient, and even though at my workplace I was proactive, in other aspects of my life I was lacking planning and order and constantly felt overwhelmed.

During the term I have learned about the time management principles, reducing time wastage, and how I should direct my effort appropriately and efficiently. After studying this course, I have a much vest understanding about what time management really is. It is important to prioritize from low to high my activities, estimate the time requirements, be realistic and allow time for planning and problem solving and always take in consideration delays and interruptions. 

With the help of the Moodle material, I have learned to set SMART goals, but the most valuable piece of information was the introduction of the Eisenhower Method. What I find fascinating is the prioritizing process presented in this theory that states: prioritizing based on urgency and importance "What is important seldom is urgent, what is urgent, is seldom important" (Eisenhower, D. 1954).

Time management is vital in my day-to-day life, helping me personally in allocating time to study, finish my assessments on time, participate at online courses, hold a full-time job, take care of my house chores and find time to exercise. In health and social care effective time management can increase productivity and deliver better patient care to more patients. Good time management in social care means meeting the deadlines and deliver your help in an efficient matter to those in need. I find Time Management to be the perfect recipe for success because it contains a much bigger complex of skills:
1 Decision making- implies fast thinking while being time proactive
2 Competent IT skills – being pressured by time in finishing assignments and meeting deadlines, technology turns out to be one of my best friends and increases my productivity.
3 Organizational skills – this is a skill I am working on, as planning and allocating time for each task is crucial in being a good social worker/ health practitioner.


3.3 Cover letter

I have heard about the term cover letter before as I have one attached to my CV, but this was poorly made and was not working in my favour. This was not presenting my skills and strengths, or my professional experience, but had a brief self-introduction. In my cover letter I encouraged the readers to have a glimpse at my resume and convince themselves regarding my work experience. 
Your career can benefit from a properly made cover letter in this can boost your employment chances. Now, my Cover Letter presents my skills and strength in a professional manner, being a piece of statement that presents my suitability for the position I am applying for.

This module taught me the exact components of a properly made cover letter, but most importantly the correct structure of it. It helps me spot the mistakes I made and prompted me to fix them as soon as possible to increase my hiring chances. I now have a small section with my career goals and how they align with the goals of the company I am applying for. One very interesting thing I have learned is 
to Include words and phrases from the exact job description. STAR method was something new, but I quickly understood that this is a “selling technique “and a smart marketing move. This technique is about a task you were given, the context of that specific task, how you took initiative and how everyone benefited as a result of your action. The writing in such a letter should be Business Style
and this means I need to keep my references to facts, be polite, be unemotional end objective and use an adequate writing

In conclusion this is a very important milestone, and this is the first impression that an employer will have on me. Having a well-made cover letter increases my chances of being called on an interview and as a result to that to be hired. Having a cover letter means for many employers that you are willing to put some extra effort into getting a new job, and as a result of this module my Cover Letter had a major makeover.
Being able to write a cover letter means to be able to put to good use your academic skills like academic writing, presentation skills, referencing and reflective practice, and these are skills that can be achieved alongside an academic journey. When writing a Cover Letter all these skills are equally important.


4. Conclusion

I consider the main purpose of this reflective academic report is to underline my academic and employability skills that are needed for the world of work but also for my evolution as a person. As a future Social Worker, I believe Reflection, Time management and Cover letter are important skills that I need to master in order to succeed. Dissecting these 3 topics helped me realize that there are a bigger set of skills behind the three notions, and that mastering Time Management for example, implies skills as decision making, fast thinking and multitasking. I now understand that in order to become a respectful professional, the academic support is vital. With the help of my lecturers and available material on Moodle I understand now that all skills are interconnected. Another important aspect of my academic journey so far is understanding that behind each skill presented to me is supported by a theory and this helped me understand the mechanism behind the definition and the material presented to me.
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Appendix
MARIA CRISTINA DUMITRU
London, 10 Melbourne Road, E66DD, 
Cristina.dumitru0000@yahoo.com
07492484573

December 21st, 2020
Julie Mathews
Director, Human Resources
Department of Social Care
Children Society, London, Edmonton



Dear Ms. Mathews,


I am very excited for the opportunity to apply for the position of Social Worker/ Entry Level in London, Edmonton. When I read the job listing on Linkedin.com, I realized that my passion and career goals make me a perfect fit for this position.

I am currently working as a Supervisor and Trainer in a very well-known restaurant in Central London. I am very organized and effective employee. In the 12 years working in the Hospitality Industry, I acquired several transferable skills like multitasking, communication abilities, problem solving skills and fast decision making. Working in a fast-paced environment made me strong and resilient. I am confident person and a trusted employee; I am very much loyal and appreciate honesty and hard work.
In these 12 years of experience, I have worked around Europe for great people-driven companies like Gran Circle Cruise Line and award winner for Best Beach Club in Spain, Papagayo.
I have a necessity in being surrounded by people, I work great under pressure and I see solutions where others see only problems.

I decided to become a Social Worker when I realized that the values of the profession matched my own.
I Chose Social Work because I have always believed in fighting for Human Rights. I believe our profession can change the world on so many levels for each person we can serve, for entire family systems and the communities where we live.


Academically, I am about to achieve Level 4 in Health and Social Care and this is the reason I find the Entry Level Social Worker so suitable for me. 

Since I have started as a Supervisor in Ivy Restaurants, I took Mental Health Awareness very seriously, as many of my colleagues were suffering from stress due to the work environment. This made me driven to take a Mental Health Awareness Course with the Red Cross UK and try to lift the Industry weight that was affecting so many of the employees. This led to Picnic Sundays, Walk an Abandoned Dog Tuesdays and many fun games and incentives at work. I believe my role as a Social Worker will benefit from this type of creativity.
I would love the opportunity to use my skills to help low-income families in London utilize the resources available to them to improve their quality of life. I would be honored to meet with you personally to further discuss my qualifications. Thank you for your consideration.

Sincerely,
Maria Cristina Dumitru 
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