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Introduction

As a student at University of Wales, Trinity Saint David I learned how to make a proper report. The purpose of this report is to reflect on my experience choosing different topics that I learned in class, in the first term and the second. The topics discussed are reflective writing, and I will use Gibb’s Reflective Cycle (1988) which will be the structure of this reflective report, CV writing, time management and academic writing. In addition, I will start with reflective writing, and after, I will reflect on CV Writing, I will explain my understanding of how to write a professional CV and what I learned about time management during my classes.

Description

Reflective writing
In class, I learned about different methods on reflective writing, one of the methods is Gibb’s Reflective Cycle (1988), which has six stages. All these stages/steps helped me understand how to reflect better on all the topics learned in class. The Cycle starts with Description (describe what did you learn in class), and then Feelings (thoughts and feelings), Evaluation (good and bad experience), Analysis, Conclusion (write something different), and Action plan. In an article on Mind tools (2020), they explain that Gibb’s Reflective Cycle is important when you want to help others to reflect on their experience and why these stages are helping them.

CV Writing
During the lesson in class my lecturer, Anita Nan, thought me how to write a proper CV, starting with the definition, I learned about CV that is a document with the purpose to convince an employer about my qualifications, skills and work experience. Moreover, to complete a proper CV I learned that I must write it myself, keep it brief and do not give personal information, like my address or mobile phone. I must start with a few sentences for cover letter and after saying some of my skills, employment history, education and hobbies or interests. In addition, Reed (2020) besides what I learned in class is helping me to start a good CV.

Time management 
In class, I learned that time management is the ability to manage my time effectively. I learned about Eisenhower method, which is a method of how to put in order tasks to figure out my priorities. However, another two methods my lecturer thought during class are RAC method (record, analyse and change), and 80/20 Rule which says that focusing on the two more important and urgent tasks it can be more effectively when I use it in any field. However, on Resume Lab (2020), they give examples of every situation I can meet daily, and how the Pareto Principle (80/20 rule) can help me.

Academic writing
Some tips I learned in class about how to improve my academic writing is to remember all the time that position has meaning, using active and passive voice, using simple words, cut unnecessary words, I do not have to begin a sentence with informal linking words such as and, also, but or so. However, to use more formal linking words like therefor, in addition and moreover. I learned that a clause is a very short sentence with one verb, and that are four types of sentences (simple, compound, complex and complex-compound), another interesting lesson that I learned is about the structure of a paragraph, topic sentences which I have to write the main idea of the paragraph, supporting sentences, I have to give more information and develop the main idea, and concluding sentences, where I have to give closure to the paragraph.

Feelings

I feel that all, I learned this past months at university was very helpful for me, because before attending any academic classes, I did not know anything about reflective writing, what it means or how is going to help me in the future. Additionally, before studies I think that writing a CV was just about my employability experiences, and what schools I attendant, now after studying at University of Wales I know much better what I have to write to make a professional CV. However, I feel that learning about time management helped me to manage not just my time and my life, completing my “To-do list” much faster. I think that writing in an academic way is helping me more with my assignments and even at my workplace where I reply to an email. I feel that writing academically is something you must know, because without knowing academic writing you should not attend to any university.

Evaluation

In addition, the good thing learning about reflective writing was that I did not see me learning so much, loving to study and learn new things every class. However, in my opinion, I do not think that is any bad thing about reflective writing. One of the good things that I learned about how to write a CV is helping me more in my future jobs on the other hand, the bad thing about this is that even if I learned how to make it academically employers may not like it as much as I do, or even not understand it.  The good thing learning about time management is that I can do research much easier and find articles and websites managing my time between assignments and hobbies.  In one article online on the Magoosh (2020) is showing me some bad things that can happen if I have a poor managing time. My experience before university was very bad in writing academically because I did not know when to use coma, when to use full stop after I end a sentence and begin another one. In addition, what was good about writing academically is that I can write in a better, and professionally way. Furthermore, what was good about all the classes when I learned about reflective writing, CV writing, time management and academic writing is that I did not know so much about them and the lecturer, Anita Nan, explained very good in order for me to understand and I remember that after showing us every video, what I like the most was that she stopped the video and explain everything, step by step in order for me to understand her, and if I address any question she always gave a proper response.

Analysis

Reflective writing
I learned that is a very good structure to begin and follow my reflective report. It was useful to learn about Gibb’s Reflective Cycle (1988) because it will help me to have a better structure when I write for this class, and my opinion about what I learned during this class is that it will be useful in the future assignments to reflect better on any topics. When I started this class, the lecturer asked me to reflect on this topic, and I think that is very important because it we will be easier for me to start my assignments, how to reflect on any topic, how are my feelings and thoughts about anything. I feel that is very important how to reflect in an academic way because it can make a huge difference in any fields you use reflective writing.

CV Writing
My knowledge of how to write a CV before class was very poor, not being able to complete it in the right order, using the same font and font size to be easy to read, not knowing that I do not have to use a picture or my date of birth. I think that what I liked more about this class was that I learned more about how to write an appropriate CV, I learned about what to use, and what not to use when writing it. In addition, understanding the topic much better I liked it because I know it is important to know how to write a good and professional CV. It is easy to do it after learning about that topic in class and also useful for my future jobs, if I want to make a change, now is the time to do it having more knowledge about how to write it.

Time management
My knowledge about time management before class was minimum because I knew how to manage my time to be effectively, but I did not know that I can improve it by using Eisenhower method or applying the 80/20 rule. What I liked the most was that before this class I was a medium time manager, and I did not know how to use my time to complete my tasks between work and home chores. I learned that by managing my time better, I can have a more productive day, I can manage my time at work without any concerns that I will not be able to complete all my tasks, between meetings and papers. I found it very productive and I felt very confident that no matter what problems I will face in the future I will be able to manage my time more effectively. I hope to develop more knowledge and apply what I have learned in class, I have taken all the advice in consideration, and I am ready for the next challenges. 

Academic writing
Not writing all the time, and not needed to write at my workplace and not knowing how is better to write correctly, I did not know so much before learning in class about writing academically, my knowledge was less before then after class, I learned when and with whom I have to use formal and informal communication, and even how to write a letter or an email, and how to express myself that others to understand me. What I particularly like about this is that I learned how to be more academically involved when I write a report. In addition, was straightforward for me because the lecturer made it easier by explaining every detail step by step, when I must use dot, comma, and full stop or others punctuation marks, and that it seems the most useful information that I learned in class. To help me more I read the book that Bailey (2011) wrote about academic writing where it says about the writing process, and what are the elements of writing.

Conclusion

I think that not learning about these topics like reflective writing, CV writing, time management, academic writing and cover letter I will not know what to reflect on anything means, or how to write a professional CV, I would not know how to manage my time to be more effectively or how to write in an academic way. I believe that if I had to start over, I will not change anything. However, for me to improve more these topics I need to follow exactly every aspect of each, maintain a positive attitude and be confident that I can learn more and develop my communication, time management and academic skills.

Action Plan

From my point of view, I will reflect more on my writing, using a model or a cycle for reflective writing. I will use Gibb’s Reflective Cycle (1988) to help me in any situation, at university, attending my classes or at work, describing, feeling, evaluating, analysing, concluding, and planning an action. Furthermore, I think that I will pay more attention from what I learned in class completing a CV, I will make sure to follow every step from the beginning to the end, to make my CV look professional. I will try to manage my time better to finish my assignments, because what I learned at University of Wales, Trinity Saint David about time management will help me achieve my goals faster. However, to manage my time I will use the Eisenhower method or 80/20 rule in any situation in the future, and I will write in an academic way when at workplace, or any other fields necessary, by using active and passive voice, and always to be careful not to begin a sentence with informal linking words. 

Conclusion

In conclusion, I want to say that learning about Gibb’s Reflective Cycle helped me understand better how to reflect on any topics, why it is important to manage my time effectively and how to do it more efficiency, with what is academic writing helping me at university, and my workplace and how I must write a professional CV and why is it more helpful to have a cover letter.
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