
INTRUDUCTION
[bookmark: _GoBack]My report will be about what I learned in these 10 weeks and how to apply it in my future and in my professional life.
All classes were very useful.  We can explore Time management, Public speaking. cv and covers letters, online classes, among many other things . Barbara was a great help to us, her way of teaching and her understanding with her students was formidable.
Some exercise was given in classes, some group work and some of the information I took in internet research.
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DESCRITION
As a student at University Wales of Tritity  Saint David for the  Academic and Employed Skills Healph and social care module. I was to send a refletive report of learning in this module,  i will explorade time management, analycal and critical, curriculum vitae and cover letter. I will talk about the experience lived in this first module, because the situation that we are going through in our classes worldwide had to be online. 
TIME MANAGEMENT
 First I'll talk about time management and how I learned to manage my time.
Then I will talk about analytical and critical thinking skills and at the end of the CV and cover letter.
Unfortunately I had my time priorities changed. With classes I learned to control my time better. Thing that I thought I would never achieve. I learned to give importance to the really necessary and urgent things. I spent a lot of time on social media, sleeping and focusing on things that didn't really make sense for my personal and professional growth. 
I had a really hard time respecting and managing my time. I always came late to all my appointments regardless of the time I woke up. I was unable to prioritize the needs I really needed. We learned about Dwight Eisenhower .How was  Dwight Eisenhowe and what he did?
The Eisenhower matrix: How to Decide on What’s Important and Urgent

Dwight Eisenhowe was the 34th President of the United States between the years, 1953 to 1961.Before this, Eisenhower was a five-star general in the United States Army and served as supreme commander of the Allied Forces in Europe during World War II—including the successful invasion of France and Germany from the Western Front. Eisenhower also found time for his personal hobbies including reading, poker, oil painting, golf and also served as the President of Columbia University. In his lifetime, Eisenhower accomplished a lot and sustained high productivity for many years until his death. Today, his methods of productivity have been studied extensively and used successfully by top performing entrepreneurs, professionals, athletes, artists and so on. His best-known technique, the Eisenhower Matrix, is a simple, powerful tool that will help you to better prioritize your tasks—distinguish between what is important and urgent—and boost your productivity today.
 I learned to organize my time and priorities. What is Important and priority things, Important but not priority can be plan? Things we can bepassed on to other people to do (delegate) and and things that can be eliminated (Declutter) I had my time priorities changed With the classes I learned to do things real   urgent and that cannot wait in the first place second I learn to do urgent things but not priority thinhs can be plan Delegating tasks that can be performed by others. I stopped wasting so much time on  social pages and things not relevant. I started to have more time for myself for my family and friends. I learned to give importance to time. Time is one of the only things that you can't recover in life The most important part of improving the productivity in our lives isn’t the how, it’s the What do I actually need to be doing right now? What do I need to delegate and what do I need to eliminate?  
    Today I feel more successful in my personal life, in studies, in my carrer, in the family and in society in general, for me this learning was really important, it helped me to have control in my life and to manage my time.
ANALYCAL AND CRITICAL
Now I'm going to talk a little bit about what we learned about analytical and critical thinking skills.
Some people assume analytical and crtitical thinking are  same but not.
    Why are Analytical Thinking Skills Important
Analytical thinking skills are skills highly sought after by employers in almost every industry.  Employees who have analytical skills are more likely to collect, read and analyze data effectively.  In doing so, they can help drive data-based decisions that improve an organization's overall productivity and performance. Analytical thinking is the ability to deal with complicated issues by evaluating the information you have collected and organized.  Analytical thinkers can detect patterns between data sets that often lead to creative solutions. They are able to turn loud data and information into action.  As critical thinkers, they help teams make informed decisions based on the data collected and the identified objectives.  Analytical thinkers also help your team embrace new ideas and develop a growth mindset.
   The stages of analytical thinking are;  Collecting relevant information, Focus on facts and evidence, Examining blocks of data or information, Identifying key issues, Using logic and reasoning to process information, Separating more complex information into simpler parts, Subdividing information into manageable sizes, Finding patterns and recognizing  true causes and effects, Understanding connections and relationships, Eliminating extraneous information, Organizing information, Drawing appropriate conclusions so analytical thinking is the ability to deal with complicated issues by evaluating the information you have collected and organized.  Analytical thinkers can detect patterns between data sets that often lead to creative solutions.Critical thinking is the mental process of carefully evaluating information and determining how to interpret it to make a correct judgment. Critical thoughts are;  Collecting relevant information, Assessing information, Asking questions, Assessing unfounded prejudices, Making inferences from information and filling in gaps, Using abstract ideas to interpret information, Formulating ideas, Weighing opinions, Reaching well-founded conclusions, Considering alternative possibilities, Test findings, Verifying evidence  / argument supports the conclusions. Critical thinking is the ability to apply a clear and rational thinking process using reflective and independent thinking for new knowledge.  It engages open-minded students more actively, examining ideas and concepts from various angles and accepting that responses may vary from what was originally envisaged.  It is a decision-making process that allows you to think comprehensively, accept solid ideas and reject failures.  Applying the main resources of critical thinking below can promote intellectual independence.
   
     He was showing us several videos and power point in class where the tutor explained about the topic, always asked us if you had any doubts so that you could help us.
 
      My concern about the subject is that we should be more analytical in all stages of life, even in the question of ours after finishing, we must analyze and study the material given so that we do not make mistakes in the future.

Curriculum Vitae
The  curriculum Vitae is of great importance to win a place.  And where all my information is placed, it must be true and organized.  Through the curriculum 'vitae' the company will analyze my professional profile, for that same reason it is essential to know how to structure the curriculum before delivering it, the curriculum must be objective, as it reports my objective in order to save time, and important  inform only about things relevant to my professional life, I must summarize the qualifications, professional skills.  Another important factor is having details of my professional life, so I can consider that there are five important items that are;  introduction, objective, qualities, training experience. 
  
     In class, we were shown several slide shows that teach us how to structure the 'vitae' curriculum, we also saw some short films on the subject, we were asked to make a 'slide' on the powerpoint to talk about the curriculum which was inserted in the presentation.
   
      In my opinion, I think I learned to structure my curriculum better because at this moment I know how to write it in a way that draws the attention of the interviewer.
  COVER LETTER
A 'cover' letter is important, as the first contact between me and the employer.  The letter and a document used in the selection process helps the recruiter to get to know the candidate, she is usually attached to the curriculum vitae in order to pique the interest of the recruiter and wants to know more about me.  In the letter and my duty to write about the purposes, objectives and qualifications.  We must summarize in order to be effective, practical and quick in order to gain a good impression.
I have to keep in mind the three essential pieces of information;  who I am, what my qualifications are and what motivation I have to work for the company.
Use examples that prove my experience, because the point is not to say that I am good, but rather to show that I am good at what I do.
 
     In class, we were shown several PowerPoint presentations where we also watched videos with some job interviews, once again a slide was made about the cover letter that was placed in the presentation.
 
       My conclusion about the cover letter is that it is an important tool for the recruiter to get to know a little about me and thus draw his conclusions, I feel that by giving this module, I have enriched my knowledge and in the future I will be able to apply it.
  Summary

In my opinion, all classes were very useful for my future work.  Our tutor has always been supporting us by showing us more than one video on topics other than powerpoint, we also did exercises in class that helped me a lot.  I think that all classes were very well organized and explained.  of course I have difficulties in some subjects, because no one is born taught so we need to study and research. 
WHAT I FELL?
I feel that after finishing this term I learned to manage my time better starting with the most difficult and time consuming and ending the day doing the simplest.  I am sure that in the future I will not be as late as it used to be.  All the new skills were very useful from time management to cover letter.

ACTION PLAN
My plans for the future and opening a company to help people with disabilities, focused on helping to start life again because many of these patients have lost hope in the future.  I will try to help them adapt to the new situation, I think by a psychological support team.  I hope that God will help me to realize my plans.
CONCLUSION
In my opinion, studying oneline has its advantages, because we don't have to leave the house early in the morning and get cold, we can sleep a little more because we pop the time from home to the fields.  we save the pass money which is also good financially.  On the other hand, it has its disadvantages because we do not know the colleagues personally because the interaction is also nessessario, another disadvantage is that if in online classes we lose the internet we cannot have class.This module helped me to have more confidence, teaching me how to write a report starting with the introduction, to reflect and draw a conclusion.  I learned to manage my time and start the day with the most difficult tasks.  In the future I plan to do a degree in Healph and Social Care  to be able to open my own company, because I always liked help people. This module helped me to be more confident by teaching me how to write a report starting with the introduction, to reflect and draw a conclusion with the help of the tutor and some colleagues I think I managed to overcome some difficulties.
