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1
Introduction
One of the purposes of academic studies is that it gives students the tools and possibilities to analyse and be critical about most events, good or bad that have been taking place in their lives. Learning and improving how to make oneself better equipped and prepared for professional and adult life are among other things making university a learning platform that shapes students abilities to engage in whatever activities they destine to do after completing their studies.
During this report, I will be reflecting on how useful and important four topics that I have studied in term1 and term2 at the university of Wales Trinity Saint David have been to me. I will outline and reflect on how these topics have impacted me in the way I do things now as oppose to the manner to which I was approaching before. 
The four topics that I will be reflecting on are the following: Cover letter writing, Reflecting writing, CV writing, Time management











2
Main Body
Cover letter writing
I fully discovered the real meaning of cover letter during university’s current term, when we started studying it in class. Of course, I knew what a cover letter was prior to joining University of Wales Trinity Saint David, but, I have never written one before starting my current studies. I have realised that I did not really know or never been interested in knowing the true purpose of a cover letter until my university lecturer started outlining its purpose and benefits during class.
At first, after discovering that "a cover letter is a professional business letter which provide an employer with an introduction to an accompanying cv" (Morgan, 2017: 339), I was stunned that I applied for countless position in the past without bothering to write a cover letter, and then it came as no surprise that I was not successful in so many job application then, especially for those which specifically insisted on a cover letter to accompany the cv.
I now feel that learning to write a cover letter gave me an extra tool to sharpen my professional profile so that I can be more competitive in the job market. While before, the lake of confidence and knowledge stopping me from writing a cover letter limited my possibilities of real success in even getting to an interview stage. now I am totally prepared, ready and willing to write one because during class our lecturer conducted rigorous class activities through which all students were encouraged to write a cover letter and post it on a class note on Moodle for the tutor to read and correct if necessary. As a result of class activities, I was able to understand the importance of writing a cover letter and improve in the same process considerably how to write it.
The fact that I was getting feedback in real time directly from my lecturer helped me improve and gained the confidence I so needed to write cover letter. Similarly, as much as I was finding writing a cover letter very challenging before, this was becoming quite easy as class was progressing, and my confidence was gaining momentum.
I really think for me the big moment was when I learnt of the importance of a cover letter. Realising that the cover letter introduces candidates to prospective employers, and summaries why you are suitable for the job. For instance, through my research I learnt that "a candidate could share with a potential employer a relevant accomplishment or explain how his experience has equipped him to work with them" (Harvard Business Review).  This stimulated me to do my best in learning how to properly write a wining cover letter not just in order to be able to get potential employers’ attention but also to be able to put together a professional business letter which provides an introduction of what I have done so far.
Furthermore, cover letter writing also brought to light how I needed to develop further my writing skills, it highlighted how limited my writing capabilities were and how badly its needs improving. This is to say, learning how to write proper cover letter motivated me as well it encouraged me to seek a solution as to how to improve my academic writing and writing in general.
For this reason, I was very grateful to my lecturer for emphasising on the importance of class activities, without it I would not have been able to start working on improving my writing skills.
However, at first, I was disheartened after seeing the amount of negative comments my first draft of cover letter got during the class activity, but after, I put my head down and followed the lecturer’s feedback, everything started making more sense as I was making additional research regarding the subject.

3
Reflective writing
The purpose of reflective writing is to produce a connected narrative where your experience, interpretation, evaluation, and plans are presented in a cohesive way (The university of Melbourne). Personally, I would define reflective writing as a piece of writing outlining an opinion or view of how any past events had impacted someone. 
As mentioned above, reflective writing is a critical and an analytical view of what occurred in the past. It can also be describe as a mirror to our past actions that help us understand the present. My personal view is that it allowed me to describe key aspects positive of past experiences, how I was impacted by it and what changes it has brought to my current existence.
In the same way, reflective writing also evaluates how beneficial and useful those past experiences had been. Similarly, Reflective writing helps me find a way to express how effective anything I had done in the past has a barring in your present life. Reflective writing would evaluate to what extend any past actions has influenced your life. 
Additionally, reflective writing in the way interpret how past events made me feel, how it relates to other experiences, what new insight I have possibly gained from it. As Gibbs put it so eloquently, "It’s not sufficient simply to have an experience to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feeling and thoughts emerging from this reflection that generalisation or concepts can be generated" (Gibbs, 1988).
The above assertion illustrates quite powerfully the extend to which reflective writing is an important tool in understanding and quantifying how ideas or theories have influenced individuals in their profession or intellectual standing. For instance, what makes reflective writing so different from traditional academic writing is the fact that it allows students to use the first-person accounts while writing about any past events. Surely, by allowing the use of the first-person in writing, it empowers the writer with a very personal display of his feeling and thoughts making all experience reach another dimension. It’s in this contest that in the mid-eighties  a ground-breaking book was published "developing a theory exposing the principle that a person learns through discovery and experience followed by observation and reflection on that experience" Kolb, D. (1984).
For me, reflective writing offers me is an opportunity to revisit, to re-live and feel how major events that have impacted my existence up to now. It is an opportunity to see in depth how I was affected by my past choices, it is finding out through analysis and evaluation to what extend my past deeds have shaped my life to what it is now. Additionally, reflective writing also gives me a gradual sense of all stages I went through to reach where I am now. It details my feeling as I am going from one stage to another, it describes what I felt then and how it led to my present situation. 
I truly believe that reflective writing enhances our understanding of past situations and events, it explained our past with the vigour and knowledge of the present. Reflective writing to me is the critical reflection that pinpoints how I have involved from what I was in the past. Reflection enhance our ability to integrate our previous actions into a more logical and organised memory of past events that still affect our present. It is one of the rare tools that describes, interpret, evaluate, and project our past behaviours into the present and the future in a truly significant and meaningful way.
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CV writing
A curriculum vitae is a brief account of a person’s education, qualification, and previous occupations, typically sent with a job application. I have written and updated CVS countless time in my life, in fact every single time when I was interested in a new position, I always started by updating my curriculum vitae. To me, cv writing was just about putting together nicely a list of companies I worked in the past, with a proper description of what my responsibilities involved, along with a brief history of my education and training.
However, my conception of cv writing started changing for the better when my lecturer announced that cv writing will be one of the subjects that my class will be studying in term2. In fact, the minute we started going through the first cv writing presentation, I realised how simplistic my idea of cv writing were compare to what I am discovering in front of me. For instance, it never occurred to me that it will make total sense from the recruiter point of view to adapt my cv according to the job description of the position I was applying for. As the following statement so rightly illustrate "when developing your cv, you must make it relevant to the job being advertised: if it is not, the application will be ignored" Morgan, P. (2017)
I was not sure if this belief developed in me because I have always worked in the same industry since the start of my professional life, but I understood that I was very lucky to have moved jobs the way I did using the same cv format. Similarly, it explains why I never really broke into manager’s role despite my extensive experience in the same industry. CV writing lessons made me realised for example that, when applying for ten different positions, then I should have prepared every single cv differently from one position to the other, outlining differently from one cv to other what makes me suitable the positions I’m applying for. CV writing has taught how to lay out my different skills and transferable skills according to the characteristics of the role I am applying. Moreover, cv writing gave me guidance how to differentiate my work experience from achievement, and it also taught me effectively how to format my cv in order to improve my professional outlook
Furthermore, cv writing in class activities also gave the confidence as to how to put together different stages of the cv so that I could market myself almost for any position I’m applying for and to include for example any additional responsibilities that I may have outside my professional duties. This emphasised clearly how I had no ideas how to properly to structure my cv. I had no clues as how to make my relevant skills or any understanding gained in a particular role stand out. Likewise, prior to learning how to properly write a cv at university this term, I was not able to make the knowledge, skills and the attributes that I have gained stand out in a manner which promote my professional experience. In addition, was convinced that it made no sense at all to include hobbies and interests in my cv. I did not see the fact that mentioning my hobbies and interest could help any potential employer project a positive image to my character or social skill. 
Unquestionably, learning how to write properly a cv during class this term was such an important moment, I got away for such a long period with such a limited knowledge about cv writing. As a result, I now feel capable of writing an acceptable cv even though I know I still need to develop my writing ability much further in this field. In the same way that  in-class activities fully exposed my inability to properly write a cv, it did in the same process motivated me in recognizing the importance of the moment, it also led me to ask the lecturer honest and basic questions about how to write an effective cv. 
Now reflecting on how this experience has shaped me, I now feel mentally strong enough and physically galvanised to start doing the work necessary on my cv in order to start considering about applying for more senior roles in my industry or field of my competence
5
Time Management
Time management is the fact of using your time effectively, Prioritising tasks and being able to work to deadlines (Engage in learning). As this has become more a sign of true professionalism, time management also plays a very important role in our daily life.
My strongest quality in life has never been time keeping, be it privately or professionally. However, since studying this subject at university in term1, I realised how in a lot of cases when I did something poorly, one way or the other this was linked to my blatant lake of proper time management. Studying this subject in depth in class at university, led me to realise how time management was the base of every single plan or action I was willing to undertake. In fact, I found out that every plan that need executing requires a time frame, then comes prioritising and the focus to perform the action.
"Good time management is the ability to control our use of time to such an extent that we can plan and manage what we do without undue stress or tension". Morgan, P (2017 :52).
As the above statement says so clearly, time management is the foundation of any action. I personally learnt, that to be successful, I needed to put a time frame to most of my plans that I have, at work or in my private life. Time management give me the discipline that I needed to organise and schedule things according to their priorities and urgency. It also made me discover planning, prioritising, and setting goals regarding how I wanted things done. Additionally, I discovered the art of deciding which activity to do first and which goals to aim for and at the expense of a less important or urgent activity.
Time management also made me acutely aware that planning out how to utilise your time makes you more productive than just doing stuff randomly without proper goals and aim. I noticed Through class-activities and different group exercise, I managed to really understand the practicality of time management and how to use it in my daily life and professionally so that I can become more reliable to both my colleagues and friends. This is also evidenced by a research published showing a correlation between a student’s ability to manage time and their academic success. George, et Al (2008).  Time management has helped me become a better person with disciplined habits and organised timetable, this in return has led to more productivity in reaching my daily and weekly established goals. For instance, for the first time, I started using my smart phone to organise my days and weeks in advance to get more out of it without unnecessary stress. 
However, time management has also shown me the implication of poor time management. As someone who was not at all managing his time well, I know very well how detrimental a lake of effective time management can be. First, it made me come across as someone who was not in charge of what I was doing, second, it lowered my expectations in achieving most the things I was planning to do, third, it makes me lose my confidence as most people around me started doubting my ability to honour any commitment.  Similarly, "failing to manage our time well could mean that we really do not perform well" Morgan, P. (2017). 
The same way, poor time management led people to see me as unreliable, a perception very hard to shake off. Good time management now made me feel respected, to be seen as person with good ethics and "savoir vivre". Professionally, it makes me worthy of my colleagues and my bosses’ trust.
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Conclusion

Reflective writing in its capacity of allowing us to relive and examine our past deeds give us a rare opportunity to analyse our path to the present. It also offers the possibility of improving our understanding of the progress we have made by revealing emotions that captivated us then. This, along with our current knowledge assist us in planning for the future. Reflection is a powerful tool that should be used more often to help us understand what we become and sense where we are heading.
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