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INTRODUCTION 
The Aim of this project is to write a suitable structured academic report reflecting my own learnings in this module, using recognized models of reflection. To study published literature relating to the specific themes already been deliberated in-class activities, including the feedback received.
 Reflecting  
Reflecting thinking is referring at the process of making discernments about what has happened. It implicates students thinking about what they have read or erudite, relating the lesson at hand to their own exists and making sense out of the material. 
When we referring to analyses a literature, is very important to follow several steps, remember that the authors create specific ranges for aims. A literature review is a plot of scholarly on a topic, and leading a literature review implicates collecting, assessing, and analyzing publications that relate to your research question.
Some of the reason to conduct a literature review, is for the simple fact that you familiarise with the knowledge of the topic, and on what current state, therefore for not repeating what already is done by others. It will occur strong development on your theoretical framework and methodology.
Reflective thinking helps beginners grow higher-order thinking skills by stimulating:
· Relate new data to prior understanding
· Source of knowledge
· Think in both abstract and conceptual terms 
· Apply specific tactics in novel chore
· Recognize their own thinking and learning strategies 

Reflective thinking contains ’consideration of the larger context, the meaning, and the implications of an experience of action’ Branch (2002). In simple words, reflection not only mean jotting down what you did or what you planned. It means considering why /what you did or plan to do matters; it means discovering emotions, insides, responses, and knowledge. Try to think of reflection as exploring the ‘’so what’’ instead of ‘’just what’’.
Critical thinking 
Critical thinking is referring at having aptitude to think visibly and lucidly about what to do or what to accepted as true. It contains the skill to involve in reflective and independent thinking.
Any individual with such an aptitude, should be able to do following:
· Recognize the rational connection between the notions 
· Find, construct and evaluate opinions
· Notice inconsistencies and frequently gaps in reasoning  
· Explain and solve problems methodically 
· Detect the significance and position of ideas 
· Reflect on the justification of ones own principles and ethics 
The aptitude to think plainly and rationally is important whatever we elect to do; being bright to think well and solve problems analytically is an asset for any profession.
Critical thinking increases language and appearance skills, helping and promotes creativity, playing a vital role in evaluating new ideas, choosing the finest ones and adjusting them if required.
Examples of critical thinking:
· Observation (those able in observation are also capable of understanding why something might be wrong, even expecting when a problem my arise before it materializes based on their knowledge)
· Analysis (once a problem has been acknowledged, analysis skills turn out to be essential, it consist of knowing what facts, data or information about the problem are significant)
· Inference (is a skill that involves sketch conclusions about the data you collect and may necessitate you to possess technical or industry-specific knowledge or skill, meaning your answer are founded on partial data)
· Communication (vital skills when it comes time to clarify and debate questions and their possible keys with colleagues and other participants)
· Problem solving  (after the problem is identified, analyzed and discussed possible solutions ,the final step is to execute the solution; problem solving often necessitates critical thinking to implement the best  resolution and comprehend whether or not the solution is working as it narrates.                                                                                           
COVER LETTER:
Cover letter is a file sent with your resume to offer supplementary information on your skills and knowledge. Cover letter characteristically accompanies each resume you send out.
Companies use cover letter to select candidates for available jobs and to determine which applicants they would like to interview.
Though Curriculum Vitae is firmer then Cover letter, there are still things you should aim to include.
· your contact details (add them to the top of your cover letter, not obligatory email or phone number)
· their name and contact detail (in case that you don’t have all the details, you can also use ‘To whom it may concern’, only as a last option).
· a list with your applicable skills (a quick brief it should be fine).
· a summary of why you are the right candidate (for example: ‘my capability to get along everybody and the experience gained in resolving costumer glitches in a retail make ideally appropriate for this job).
· speak their language (it shows that you are fully clear and that you understand the field that the company works in).
A cover letter should not include:
· misprints or grammar mistake (a very effective method is to get someone else to read it, pointing out any error or unclear things).  
· Including your entire resume in your cover letter (always looking to re-word the information in your resume, slightly than just repeating it, let the resume express the complete story).
· Excess of using ‘I’ (a short hint that is not about you, is about how you can help the company)
· If you apply for other job, avoid mention it (your cover letter should aim to persuade the employer that you really have interest for the job).
Can by divided, a cover letter should contain all the four paragraphs.
· First paragraph-why are you writing (your chances to get his attention). 
· Second paragraph-what you have to offer (highpoint samples of the work performed and accomplished results).
· Third paragraph is about your knowledge about the company (proving that you did your research about the company)
·  Fourth paragraphs -closing (using a formal one as ‘Sincerely’ is effective).

Curriculum Vitae 

A short-written description of your schooling, previous jobs, experiences, and from time to time also your private interests, that you send to a company when you are applying for a job, that is called a curriculum vitae.
Your CV is your on-paper persona.it must be tempting and must persuade a search committee of your credentials. 
There are several steps to ensure you write an effective, and some of those are:
· Include your contact information (it contains your full name, telephone number and email address)
· Your academic history in contrary chronological order (make sure you do not add more than   two of your last accomplishments).
· Highest your professional knowledge (contains the name of the companies where you work, including your job responsibilities, practice gained and triumphs).
· Adding relevant skills and qualifications (mention both, hard and soft skills that make you the best applicant for the job)
Please do avoid when writing a cv:
· Do not send an old cv (not professional)
· Submitting a CV longer than two pages (probably no one will have enough time to read it)
· Grammar and spelling mistakes (big chances to not be called back)
· Wrong contact details (additional make sure you create a new email address in case the old one is inappropriate) 
· Avoid including fake references (if you do not have any, please do not man-made your own)

Communication
Reflective communication is an exchange of ideas. It highpoints, mirrors, and reproduces what somebody is thinking, inferring, empathetic or trying to express. Reflective listening is a communication approach involving two important steps
· Seeking to understand a speaker idea
· Then offering back the awareness to the speaker, to check the idea has been understood appropriately.
Berlo SMCR model of communication signify the procedure of communication, in the most possible simplest way. Berlo model  is divided by nine  major roles.
 
                        ENCODEREN                                                 DECODEREN  
                            
Sender                        Message                     Channel                     Receiver  
Communication skills          Content                 Hearing         Communication skills  
Attitude                                  Elements              Seeing            Attitudes   
Knowledge                             Treatment            Touching       Knowledge 
Social system                         Structure              Smelling         Social system
Culture                                    Code                      Tasting           Culture 

Berlo Model consists of four major section that are each influenced by different factors. To make sure the message is taken as efficiently as possible, the sender and the receiver must share some mutual grounds.
Communication skills plays a vital role in this.  Therefore, other factors as well, such as data, culture or attitude are playing a crucial role.  What may be considered impolite in some nation, may be seamlessly fine in others. Communication is not always easily, as everybody is thinking of. Various problems, like interruptions, sound and a disruptions process, may block the correct message to be delivered or vice-versa
Team working
Reflection delivers an occasion for members of a team to express their thoughts, insides and views about a shared experience. It is a very effective way to shape trust in the team, and to draw out learnings and perceptions the team can build in the upcoming. Reflection it can be a collective activity, as such an individual one. 
Belbin considered teamwork for many years, and he famously detected that people in teams incline to assume diverse ‘team-roles’. He defined a team role as ‘’a tendency to behave, contribute, and interrelate with others in a particular way’’.  Belbin (1993)
There are nine major roles, two
 of which are potential leaders, and a third one considerate as an expert role. 
All the roles are important, however some have an advanced profile than others; it always depends of the situations, like for example: how many individuals are in the team, nature of the job, stage of development.
Teams can always work even with a missing role, but to work at their best they need:
· Action Oriented Roles 
-shaper (challenges the team to progress)
-implementer (put ideas into accomplishment)
-completer finisher (guarantee thorough, timely completion)
· People Oriented Roles 
-coordinator (act as leader)
-team worker (encourages collaboration)
-resource investigator (explore outside openings)
· Thought Oriented People
-plant (present new ideas and tactics)	
-monitor-evaluator (evaluates the options)
-specialist (offers particular skills)

Employed in a collaboration contains many paybacks, as foster creativity ,shape trust along the team, teach fight resolution skills ,inspires healthy risk-taking, encourages a wider sense of tenures, blends complimentary power.
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