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[bookmark: _Toc49250705]Introduction 
In this reflective report, I have critically analyzed, reconsidered, and questioned my experiences about the topics covered within the module and general experience about the school. The report also shows a brief reflection about my online learning experience. I have decided to use the Gibbs reflective cycle (1988) as a form of guidance as this model will help me to show my understanding of the topics covered in term 1 level 4, by describing what happened, showing my feelings about what happened or did not happen, evaluating the situations, indicating my action plan therefore showing what I intend to do to make my learning more easier.
[bookmark: _Toc49250706]Reflection on Gibbs's reflective cycle (1988)
[bookmark: _Toc49250707]Description 
Having left school many years ago from East Africa, I never thought I would go back to school until recently when I heard about student finance which offers loans to students. I decided to apply for Certificate in Higher Education: Health and Social Care at University of Wales Saint David. I decided to take on this course because of my future goal of becoming a nurse and coming to this University has given me confidence that I will obtain this qualification.
It has been hard for me to adjust to school life especially semester 1 as I left school many years back due to having small children who need fulltime attention, my job, and other responsibilities at home. So far, I successfully completed Semester 1 and currently in Semester 2 of this course at Level 4, and the module has covered the following topics: Paraphrasing, Summarizing, C V writing and cover letter. 
[bookmark: _Toc49250708]Feelings 
At first, I was excited to study in a strong foreign country (Britain) and to take on a course that would later help me to achieve my goals. However, from the start, I found it hard to adjust to school life most particularly when it comes to managing time and attending lectures.
When it came to school, I was happy with the teachers teaching as I was able to learn very many things about all the topics. However, from my prior Education, I had gotten used to cramming my notes and reproduce them in the exam because questions never changed from year to year, so I was happy that my teachers taught me rightly.
Previously, I had never completed an assignment in a report form and this course gave me an opportunity. I feel happy about this experience. I am still shocked that I completed my semester assignments in a report form and passed them well.
Watching myself contribute ideas in class and presenting in class through PowerPoint made me less anxious and realize that I can do more great things. This is because I was interacting in a multicultural environment.
From the start of semester 1, I was able to get an introduction about the topics especially; paraphrasing, summarizing, and referencing. However, I did not enjoy school because of the outbreak of the COVID 19 Pandemic that shifted the university to online learning. I still feel bad that we stopped attending class physically and adjusted to online learning.
[bookmark: _Toc49250710]Curriculum Vitae (CV) and cover letter writing 
According to Samuel, H (2018) a CV is a personal detailed document containing professional and academic achievements and experiences. A CV talks on behalf of a student or employee and that is why it is a very important document that should be updated in case of new experiences and academic qualifications. (Paul. V, 2010).
The teacher introduced CV and cover letter writing as a topic highlighting the importance of each. She told us that A CV is more important though the cover letter should be also attached as a summary of the skills and experiences concerning the available job.
She gave us a task to come up with a CV and I am thankful for this task because I can write and update my CV a document I hold dear to me. Besides, cover letter writing has also allowed me to know what information is needed by employers especially when applying for the job because initially, I was poor at letter structuring and I am happy to report that this topic has helped to improve in this area. 
[bookmark: _Toc49250711]Feelings about CV and Cover letter writing 
Even though we learnt about CV writing, I feel bad that I never got a chance to show the teacher my CV because she would have commented about it. Up to now, I do not know whether my CV is bad or good. 
When I look at other people’s CVs online, there is no specific structure followed, I am therefore confused on which structure is standard and a required one. However, I plan to organize a meeting with my teacher for more clarification about whether my CV is a good one and which structure should be followed. 
On the other hand, I feel confident that my skills in cover letter writing improved because I have written several application letters for many years in such for jobs and other opportunities. For example, recently I wrote a letter applying for a job promotion and I strongly believe it was a good letter. 
[bookmark: _Toc49250712]Paraphrasing
Paraphrasing as a topic was somehow new to me because it never crossed my mind before that it was broad to make a full topic. Good enough, this topic has helped to improve on my grammar by demonstrating to me how to use synonyms; "different words with the same or nearly the same meaning". (Oxford dictionary, 2020).
Before this topic, I had never known how the difference between quotation and paraphrasing; for example quotation simply means copying someone else's words to your text. (Pearson, 2020). While paraphrasing involves reading another author’s words and changing them to own understanding without changing the meaning. (Nimisha, 2011).
I learned that paraphrasing is easily done using synonyms and re-writing the sentence changing a noun to verbs, active to passive, adjectives to adverbs, and even changing the general order of the words.
I have also learned the concept of citing through this topic by understanding that I have to acknowledge the authors of the words I have used in my text even after changing the words. In my understanding, I think it is important to cite the source of information used in my assignments because sometimes I do not have enough knowledge to make similar statements and conclusions. 
[bookmark: _Toc49250713]Summarizing 
According to Turabian, Kate L., Gregory and Williams (2010), Summary writing is involves making concise and simple points from the main documents following the headings. They also explained that a summary should contain the main content of the original document and not the meaning of the original document. 
I have greatly learned the concept of summarizing by reading through information and coming up with the main points of ideas for a deeper understanding of the topic under study. (Jones, 2007). I have learned through summary writing that not all information available to be is relevant and therefore I learned to ensure the information used is relevant to the study or assignment available.
The teacher of this topic asked to take summering seriously because it is a writing skill that is needed to grow academically and professionally. Summary writing has not been new to me because I always do it in my daily activities. For example, I summarize daily records in line with caring for patients, and I summarize school notes occasionally when I am revising. I believe that I passed my semester 1 exams because of my skill to summarize. 
[bookmark: _Toc49250714]Feelings about Summary writing
I feel enriched with writing skills because summary writing has improved on my record keeping skills at work because I summarize patients’ progress, what they eat, how they behave, how they sleep. This is possible because my summary writing skills.
I feel excited because summary writing has improved my reading and writing skills since I can read and understand big volumes of information without getting bored or losing interest. 
Summary writing has also helped me to perform better at school since teachers also send a variety of reading materials and lengthy videos, the information shared cannot be understood without summarizing skills.
[bookmark: _Toc49250715]Reflection on employability skills
By the time I applied for this course, my employability skills were limited because they were not backed up by academic skills. I thought having employability skills did not require me to go back to school, it never crossed my mind before that I would need to cover many topics extensively like this course has offered me to acquire employability skills.  
Throughout semester 1, teachers gave clear illustrations and examples while teaching that gave me a clear understanding of the topics especially those related to employability skills. 
In semester 1, the teacher of "Academic &Employability skills" asked us to come up with an individual Personal Development Plan (PDP) following example discussed in class. In the process of developing my Personal Development Plan, I was able to learn to be organized by stating my goals separating short semester goals from long semester goals. Also, the course so far has taught me how to know my academic and professional goals. Through the Personal Development Plan, I came up with in semester 1, I am now able to follow my goals one by one with the help of the Plan. One of my short semester goals was to learn how to drive but unfortunately, I did not learn because of the outbreak of COVID 19 Pandemic.
The teachers constantly encouraged us (all the students) to come up with groups for discussions and completion of assignments like presentations in class. They insisted that working in groups is good for our academic progress and I can strongly confirm that my group members have taught me so many things and helped to complete my semester 1 exams on time. In my personal view, the role I have played within the groups has taught me to work better within teams and has improved my teamwork skills as an employability skill.
Throughout the semester, the teachers allowed us to present to our fellow students in class and through the online presentation, and this helped to improve my communication skills by making me confident, articulate, clear, and straight to the point.
[bookmark: _Toc49250716]Conclusion 
If COVID 19 pandemic had not broken up, I would have done very many things differently. For example, its outbreak changed my learning style because I prefer studying in a class environment not using online learning.
I would have gotten better marks in semester one assignments if everything had remained normal because I would have made use of free time very well in the school and public libraries but unfortunately, Government declared their closure, and I think my marks for semester one were not very good because I could not access these libraries.
[bookmark: _Toc49250717]Action plan 
I am currently undertaking computer lessons and practices to help me enjoy online lesson because I always take long to log in, sometimes I fail to log in and, in the end,, I miss out on some information. I decide to practice daily because I realized that we are not about to go back to school for physical lectures and therefore we have to accept the “new normal” of studying online.
I have personally started to embrace online learning by downloading and following videos posted by teachers using MS Teams and other notes on the Moodle. I am doing this because I have no option I do not enjoy online classes at all but I have to study after all.
I also plan to do more presentations because my experience with the last presentation made me realize that I need to do more practice to gain confidence while speaking to a group of people, this is important for me especially to develop my presentation and communication skills. 
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