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Introduction
These two semesters we come across lot of information, interesting and really useful for our future as people and professionals. 
This assessment is about self-awareness, self-criticism, actions and steps that one can take in order to improve their performance, their life.
Reflective writing is part of the personal and professional development process. Using a model of reflection is conferring a deep understanding of the topic and the learning outcomes are clear and precise. (McKinney and A Sen, 2012)
The way I see things, reflective writing is meant to consolidate what I’ve learned so far, and even though I will not touch all the topics that were introduced to us, the simple fact that I will somehow analyse and meditate on my learning experience is creating a precedent that will help me in the future. Is like organising a wardrobe that is messy. I open drawers, clean shelf and I arrange every bit of information in its proper place.
Also, I will do this in an academic way, following one of the reflective models that was introduced to us this semester, in this case Gibb’s Reflective Cycle.
[bookmark: _Toc60597669]Reflection
“Whether we focus on problematic experiences or positive ones, reflecting on them will provide us with opportunities for growth and development.”
(Bassot, The reflective journal)
Reflection is as simple as thinking about something and is the best way to start learning new things. It is about how and why people do things, what do they need to change to bring success in their life. Analysing and planning is part of reflection. (Williams et al, 2020).
I learned about Reflection this semester, in week 4.
According to Effective Learning Service (n.d.) reflection is the best tool to understand and learn new things. There are few aspects that grant the successful outcome of the reflection process:
· Making sense of experience – I need to analyse an experience in order to understand it, to discover its meaning. 
· ‘Standing back’ – sometimes I need to detached myself from all the problems in order to see the solution, to achieve clarity regarding the topic. 
· Repetition – analysing and understanding sometimes implies thinking and rethinking over a certain matter. 
· Deeper honesty – I need to be honest with myself and accept negative feelings or shortcomings that I might have, assume my purposes and the way I choose to fulfil them. 
· ‘Weighing up’ – My judgement has to be balanced, I need to have a complete view of my situation. 
· Clarity – reflection is helping me to see the things clear and I can plan my action accordingly.
· Making judgements – reflection comes with conclusions if I want to progress and develop.
In this class I found out for the first time about the reflection models like:
· Gibb’s ‘Reflective Cycle’ (1988) - According to Dr. Nicole Brown (2017) Gibb’s reflective model has six stages (description, feelings, evaluation, analysis, conclusions and action plan) that are enabling me to go really deep with my reflection. The deeper I go, the accurate my conclusions are and my action plan will be a successful one. I choose to speak a little bit more about this cycle as it is the reflection model that I am using for my report.
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· Kolb’s ‘Experiential Learning Cycle’ (1984) – it has four stages, known as ‘’experiential learning’’.[image: ]
· Driscoll’s Model (1994, 2000) is based on analysing questions like:
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As I said before, this semester I discovered that reflection is a whole process that generated theories along times.
How did this help me? It has changed my view upon so many things, I understood that being more analytical will bring a deeper understanding of the situation I am dealing with, that being objective towards situation I confront with will lead to successful actions on my behalf.
Now I feel that reflection, done in an academic way, will help me understand and learn from my life experience. Honestly, I know for sure that my New Year Resolution will be different this year, I will have a different perspective of the ,, good and bad’’ balance that I am making at the end of each year hoping that my decision regarding 2021 will bring the desired outcome.
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According to Courtney Gahan (2020) paraphrasing is rewriting an author’s work in your own words, keeping his main ideas. A very important aspect of paraphrasing is citation, in this way you avoid plagiarism and also acknowledge the author’s work.
There are few techniques that can be used in order to paraphrase a text: 
· Use synonyms
· Change the structure of the sentence
· Split the key points in distinct sentences.
I have to admit that for me, first semester was like opening a surprise box, totally unexpected. I did not know many things about paraphrasing and, honestly it seemed so difficult at the beginning.
I find out that this can be done using some specific steps and an important aspect is to be able to transmit someone else idea, using your own words and never forget about citation, give credit to the author and avoid plagiarism.
I understood that academic writing relies so much on paraphrasing. That is why when I rewrite a text, first I need to read it carefully and extract the main ideas.
How can I transmit the same message without copying the authors words?
· I find out that I can use synonyms. This was the moment when I started to use dictionaries and I have to say that I’ve learned so many words.
· I can change the word class, nouns become verbs or adjectives, verbs become nouns. I didn’t even know what does it mean ,, change the word class’’. And I realize that I really need to improve my English language, try to reach an academic level which is not an easy task, I need to read more and orient myself to a different type of lecture, that has more academic content.
· Split the information in distinct sentences – I find out that if I want to make my paragraph look different than the original one, I can split the text in sentences, more or less than the original text, the main idea is to keep the original message and to cite the author.
After all this experience I can say that paraphrasing is not easy and If I do it in the proper way, citing my original source, it will give authenticity to my work.

[bookmark: _Toc60597671]CV Writing
According to Amber Rolfe in her article What is a CV?, in any part of the world if you want to apply for a job you need a CV. A CV is a document that includes all your achievements, work experience, skills, studies background.
Usually, a CV follows a certain template and it has to include:
· Personal data
· Information about yourself and what you want to achieve
· Employability Skills
· You experience (start with the most recent work place and end up with the first job)
· Education and other certificates (as well in reverse chronological order)
· Hobbies
References are not listed, but you mention if they are available upon request.
The CV was introduced to us in the 3rd week of the second semester and together with the Cover Letter, gave a whole new sense to everything I knew about how to apply for a job and how to make sure that you will get the job.
· First of all, my CV was too long. I had almost 5 pages with information about myself. After the class I reduce it at only two pages, and the information was well structured and logical.
· Second, I never focused on my employability skills, I guess I didn’t sell verry well my CV. And this is because before enrolling to UWTSD, at this specific module, I didn’t know many things about employability skills and how important they are for an employer. So, I modified my CV and I wrote more about my skills so that the employers could see that I have potential and I will be an asset for their companies.
· Third, and very important as I understood that the CV is the first contact with the employer, after I wrote my CV I red proof it, to make sure there are no grammar or spelling errors.
I can say that my CV now looks professional, I am wiser and I know how to behave in case of an interview and knowing that my CV talks really well about my achievements, skills and work experience give me the confidence that I can get any job. 
[bookmark: _Toc60597672]Time management
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Peter Drucker known as father of management thinking, said: ,,Until we can manage time, we can manage nothing else’’.
What is time management? 
According to Mike Gardner (2013) time management is the sum of the action you are taking to fulfil your goals, accomplish your desires.
Alyson Doyle (2019) consider that time management is about the good results and the profit you make if you organize and plan your time so that your work is efficient.
Time management skills are determinants factors in any aspect of our life, being business, academic or family life. Organizing, planning, prioritizing, delegating are just few skills that are essential for our personal development.
I have learned about time management as employability skills in the first semester. For some of us time-management sound like a cool notion that you can add it to your CV and people are impressed, makes you look smart. I understood that you need to use some tips in order to be efficient and get good results:
John Rampton described some tips that you can use in order for us to improve the time management skills. I was trying to follow them to see if I can save time and make things better:
· I tried to analyse how do I spend my time during a day, the result was that I was spending too much time in Social-Media and I did give up on spending so much time on Facebook.
· I started to use a to-do list for my daily activities and I have noticed that this keeps my focus on the job and on my daily objectives.
· I planned my days the night before, so when I wake up in the morning, I already know what I have to do, I can’t afford to lose time wondering around asking what’s next.
· Prioritization become an important aspect of my life and the big surprise was that I become more efficient at my work place, I had more time for my studies and for my family.
· I always thought that nobody does a better job then me, so starting to delegate my tasks was like a revelation, I cut off so much stress and gain so much time to fulfil other tasks.
In the end I understood that,,Time is money’’ is not just a movie line, it is a true statement and saving and organizing time can bring so many benefits in my life.
[bookmark: _Toc60597673]Conclusions
Reflection, if is done with an open mind, accepting the real feelings and the failures of the past, is the best tool to use in order to progress. It is me talking to myself, becoming aware of my actions and my shortcomings. This report was an interesting challenge and it helped me realise how far I come with my studies and if I registered any progress since I started this module, in 2020.
I consider that Reflection works for any aspect of our life and it can help us measure the level of our performance and analyse the outcome of our actions.
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