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1. Introduction

Am going to be writing a structured academic report where I reflected on topic that I have learn about in term two and how the topic benefit me and how to apply it when needed, topic that are going to be listed are c.v writing, cover letter, referencing and summarising , according to Gibb's reflective model in 1989 there are six step model to follow which are description, feelings, evaluation, analysis, conclusion and action plan, then my final  my conclusion, by doing these six steps model I will fine area that am good at areas that need improving and action that I can take to make things better next time.
2. Description

2.1 C.V Writing
By do a c.v writing in class I have learn how to structured it by starting with my name, address, contact details, introducing myself, summarise my skills, relevant experience, achievements, training and education or courses, then interests are hobbies and final reference but put by request, I also learn that it should not be more than three pages long, put most resent qualification are going to gain, no spelling mistakes, colour black and white, I can use bullet point, bold or italic writing and no cluttering.
2.2 Cover Letter
I have learn that most jobs required a cover letter and the reason for doing it and how to write it, first state why am writing, What I have to contribute to the company, and what I know about the company, then close off by telling them with what I can offer if successful, I should only use one page, don't use words like "I'm writing, to whom it may concern" always use position name, and there are three types of cover letter such as networking, application and prospecting letter and when to use them. 
2.3 Referencing 
I have learn how to do a referencing and why it's important to do one, by referencing my work it allow me to give credit to the writer from where I got my research and ideas from, I should always  put surnames, initials, the date of publishing, volume of number of book if its s book, title of the text and the name of publisher, I also learn how to do a referencing style which are author date system and footnotes or endnotes.
2.4 Summarising 
By doing summarising in class I have learn to always read the passage and the text very carefully, making notes, highlighting the most usefully part of the text, there are three ways of summarizing which are summary, paraphrase and direction quotation, and the reason for doing summarising is fine out the most relevant part of a ideas in a text, and to avoid unnecessary information and by me reading first to understand the writer intention.


3 Feeling

3.1 C.V Writing
Before knowing how to do a c.v writing I did know that I was to list the most recent and relevant jobs experience and qualification that is required for the job applying for, and that my personal statement should not be longer than three lines, I felt good at time learning about these ways and was appreciative of the information gain in class.
3.2 Cover Letter
My thought about doing cover letter before doing it was I did not know that I could not write about "I'm writing and to whom it may concern", I feel good knowing am learning to do it in a better way, I felt like I have achieved a better level of understanding and was grateful for information give in class.
3.3 Referencing
Before learning about referencing I actually did not know anything about it, I have seen it and don't know what it really mean are what it even do, so by doing it in class I have a lot more understanding of it, but still after learning about it I still need to do more practice on it so I can be even better in the future, and I was very pleased with the way it was taught.
3.4 Summarising
I knew a bit about summarising before learning about it in class, like reading the work first then make notes and try to highlight the most important parts, at the time doing it I did not know there was three different parts to it and what they really mean when doing my work, I am getting better at it now but can say I still need to do it more often to full understand it.
4 Evaluation

4.1 C.V Writing
By doing a c.v writing it was good to know that it measure the c.v whether fit for the job and also show that there are some positive and negative side about doing a c.v, the positive side of doing it is to show employers things they didn't see in an interview such as accountability, honest, trustworthiness etc, and some of the negative are it's harder to fine the right candidate for the job, may not get the right candidate, I was very comfortable when doing it.
4.2 Cover Letter
I believe that it was a good topic to do and was very helpful for me, happy with the lesson knowing that they were some good steps to get me prepared for a job and also showing me what I should and should not do with some phrases, a part from we should have practice some cover letter to get better understanding of it, the information was helpful.
4.3 Referencing
Understanding that doing a referencing is important, when doing it, it seen a bit confusing and by using certain ways of referencing style to give a good one, I really appreciate this lesson and think it could have been taught long to get more practice lesson knowing this topic is something we going to be using throughout the school year and in the future, but overall I think it was a good lesson for the time giving,
4.4 Summarising
Looking back on the lesson of summarising, it was quite easy to understand knowing that I have had a bit of knowledge about it, and was comfortable enough in class when teaching  about it, there wasn't anything negative about that topic, it was well put together and delivered in a good format, the information given is now been use well.
5 Analysis
5.1 C.V Writing
When doing a c.v writing I noticed that I shouldn't be listing old and unnecessary job experience  which are not relevant to the job which am applying for, I should all be aware next time not to give reference if not requested for and to always keep it to two or three page long, I believe I could improve more on my introduction section meaning try and sell more of myself in it especially knowing if I don't have to write a cover letter that could show more about me, and also work more on my structuring, but by the lesson taught me to have a better knowledge of what to do next time to put a good c.v together for gaining a better job.
5.2 Cover Letter

Looking back on my cover letter I wrote I notice that I did not noted some very important form of information, like the fact  that I did not talk about things I knew about the company back ground, and I didn't stated what I  could have offer towards the company if am successful for the job, I also noticed that I use words like "to whom it may concern" which is not acceptable, but looking back on my cover letter I wasn't on a bad part, but once I was giving some positive feedback from my lecturer  I know next time there is more to be expected from me, such as to try to take note from my correction and apply them in a better format.
5.3 Referencing
When I wrote my referencing I did not apply the Harvard style way which would have given me a better marks towards my assignment, I also noticed that my format of writing was wrong so I know that I should have put names, year, tittles and author of the book in the right way, but to start off with when doing the lesson I was already confuse and was expected more time should have send on the topic, in which I think my referencing would have done better in my assignment at the first attempt made, the lecturer feedback was positive and very encouraging in which she did not let me feel low in myself towards my work, so in the future I know to use the information  that was given on my work I should use it to improve my referencing  next time.
5.4 Summarising
In my last assignment I did summarise my work but notice that after reading my review from the lecturer, with my  paraphrasing and direct quotation I have lost lots of mark off by not doing proper way, I should have used the information that researched and put them in my own, on the positive side of this assignment I'll get to apply my mistake in the best way given.
6 Conclusion

6.1 C.V Writing
I believe with my experience with c.v writing I have gain a better understanding of how to write and put together a great c.v that can benefit me in my future work life.
6.2 Cover Letter
My knowledge of a cover letter now is better knowing I know the importance of it and also the by me gaining the experience I can apply this detail in a good way for future application.
6.3 Referencing 
I know now it's a very small pace of information that is so important when doing my work, and now I know how to apply it after very research are idea at the end to give credit author and good  grade in my assignment.
6.4 Summarising
With the experience I have gain now I can do my assignment with me having a lot of paraphrasing in my work, this was a very usefully topic and would make my grade better in the future.
7 Action Plan

7.1 C.V Writing
The next time I am doing a c.v writing I know to use me experience gain from my class and the feedback from my lecture to write a better one and try to read back on my notes to get better understanding to have a good c.v.
7.2 Cover Letter
I know now the next time I am doing a cover letter I should list what I can offer to that company, and to use the feedback to gain a better cover letter.



7.3 Referencing
By me doing referencing in my pass assignment and with the lesson taught in class I can now apply my referencing and would now use that information to get better grade.
7.4 Summarising
I know now not to write someone else work word to words without putting things in my own words, I can now do a good summarising with my experience and in class exercise I have done in class.
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