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[bookmark: _Toc48663981]1.Introduction
The purpose of this report is to reflect on 5 topics which I have learned as a student at university of wales trinity saint David from term 1 and 2, and the topics I have chosen are communication, time management, Referencing, cv writing, and cover letter, I will be using Gibbs’ reflective circle (1988) which are Description, Feelings, Evaluation, Analysis, Conclusion, Action plan and overall Conclusion.	Comment by User: Gibbs’ 
[bookmark: _Toc48663982]2. Description
[bookmark: _Toc48663983]2.1 Communication
Communication is a process of transferring information from one person to the other, it was one of the topic I learned at the University of Wales Trinity saint David,  I started this course middle of February, and the topic was initially presented to me at the University campus at Holborn face to face, I learned different type of communication which were verbal and non-verbal, I also learned about different types of communication models like Berol’s SMCR, Shannon-Weaver mathematic model 1949, and Schram’s model 1954. 
 (Colins, 2020)	Comment by User: (Colins, 2020).	Comment by Dapaah Tweneboah: 
[bookmark: _Toc48663984]2.2 Time Management
Time management was under the module academic and employability skill, this topic was presented to me at the University campus at Holborn, at this topic I learnt about Eisenhower method which refers to actions which are urgent, not urgent, important and not important, I learned  time management principle, time management to do list, also setting smart goals, and creating a time log.  the topic was about how I could manage my time efficiently. I also learnt about time management principle and setting smart goal.	Comment by User: Other things learnt
(Wilson, 2019)
[bookmark: _Toc48663985]2.3 Referencing
Referencing was presented to me at the university campus at Holborn, it was a face to face lectures and he was using slides to present the topic to me, I leant about Harvard type of referencing, that was the first time in my life slides has been used to teach me and I was so fascinated about it, and the good thing about it was that I was able to go back to the same slides from the Moodle any time I want.
[bookmark: _Toc48663986]2.4 CV Writing
CV Writing was first conducted to me at the university campus at Holborn by  MR Lloyd Beharry and it was face to face lecturing, it came under academic and employability skills, it was a topic that I enjoyed very much, especially when it was repeated recent online in term two by Anita Nan.
[bookmark: _Toc48663987]2.5 Cover Letter
This topic was presented to me online in term two by lecturer. The lecturer presented the topic with slides and videos, what fascinated me most was how the lecturer took her time to explain and got the presentation through.
[bookmark: _Toc48663988]3. Feelings
[bookmark: _Toc48663989] 3.1 Communication
When I started this topic I was not very sure what to expect, even though I was excited but I was still not sure what the outcome was going to be considering the fact that I have not study it before and also being the first time of me studying at the university. I felt scared and unstable at the beginning, and my reaction was can I do this, but as time went by, I became confident and said to myself that I will pull through no matter what.
[bookmark: _Toc48663990]3.2 Time Management
This was one of the topics that I was really looking forward to because considering my job as a bus driver time management was my challenging so my reaction toward this topic was to put my every effort in it so that at the end I could manage my time very well. As I started getting insight into the topic, I felt very encouraging and my reaction was to pay much attention to it so that I do not miss anything. I have not regretted doing that topic.
[bookmark: _Toc48663991]3.3 Referencing
I did not understand why I should be learning about referencing so my reaction toward it was not great, I was not particularly keen about the subject and I was not contributing in the lesson because I hated it especially the way it has to be done but as time went by and I realised that it was important to reference my assignments, I started putting effort in it and am glad I did.
[bookmark: _Toc48663992]3.4 CV Writing

CV writing was a topic I felt very strong attached, because applying for job and getting interview depends on how good  my cv will be, so my reaction toward cv writing lectures was very positive and I also felt very happy about how the lecturer presented the whole topic to me with the slides and the explanation she gave.
[bookmark: _Toc48663993]3.5 Cover Letter
I had mixed reaction toward this topic because I had no idea that cover letter comes with cv, So I did not feel initially that it was necessary to do this subject, but as the lesson progress and I got to know how important cover letter was my whole reaction toward it changed and I began to enjoy it.


[bookmark: _Toc48663994]4. Evaluation
[bookmark: _Toc48663995]4.1 Communication
When communication was being presented at the university campus it was fun, because I was face to face with the lecturer and also interacting with my class mates but when it was changed to online classes initially there was challenging as I was not used to online learning, some of the challenging were too much noise, bad internet connection and at times many students will be speaking the same time, but I believe the university did it best to present the module under this present difficult circumstances.
[bookmark: _Toc48663996]4.2 Time Management
I believe this topic was delivered very well but there was still challenging because it was done online and with the children at home, I was having difficulty concentrating because of the noise level at home and also bad internet connection, I did not have the same environment at home as I had when I was attending classes at the campus. 

[bookmark: _Toc48663997]4.3 Referencing
I had no idea what referencing was before doing this course, I have learnt that referencing is useful and important to avoid plagiarism, if I want to use someone else piece of work then I have to acknowledge that person’s work and give him credit, I have learnt the proper way of doing referencing, I am now confident of referencing any work, thanks to this course

[bookmark: _Toc48663998]4.4 CV writing
With all the difficulties about online lecturing I mean inconvenient environment I was in, I still thing the lesson was conducted perfectly, and I was able to understand it well. My thinking about cv writing changed from worse to better, and everything that is needed to make cv writing stand out or getting an interview from an employer was thought to me very well.

[bookmark: _Toc48663999]4.5 Cover Letter
I am very happy the way cover letter topic was presented; the slides and the video presentation were also good and overall, I was satisfied. My whole evaluation of this topic was excellent. I have gained more knowledge about cover letter.



[bookmark: _Toc48664000]5. Analysis

[bookmark: _Toc48664001]5.1 Communication
This is one of the topics I did enjoyed and has benefited me a lot, before, I only knew communication to be just having conversation with someone, I had no idea how to make communication effective, I now know communication is the transfer of information from the sender to the receiver and it is  not just verbal but also non-verbal, I also had no idea that there could be challenges when communicating with others but after learning about Berlo, Shannon and other communication theories I learned that noise and other elements can affect my communication to others and therefore making it miscommunication, I am now confident of how to send information to others effectively. As a bus driver I communicate daily with passengers it has helped me to communicate with people without resulting in conflict. Before it did not bother to me at all to send feedback whenever an information is communicated to me but now, I have learnt that giving feedback is one of the elements that makes communication effective.
[bookmark: _Toc48664002]5.2 Time Management
Time management was my biggest challenge before starting this course, I always procrastinate things, I did not have a proper plan how to make my time useful and effective, After doing this topic it has helped me a lot to well organised my time now, and it has reduced my time waist, I do daily time management by listing thing I need to do and allocate time for each activity, I prioritise all the activities I need to do for day, I  allow time for planning and also leave room for interruption. Since I implemented some of the guidelines, I learnt from this topic my time management has improved significantly, I do not procrastinate anymore, I always make sure I accomplish my daily to do list. At the end of each day I reflect to see if I have used my time efficiently. I could not have improved my time management if I had not done this topic.
[bookmark: _Toc48664003]5.3 CV Writing
 I have learnt that cv is a document that aimed at convincing an employer who I am, my qualification, work experience, my hobbies, Learning about cv writing has been very useful to me because at some point I would have to write my cv to apply for a job, I am now able to write well-structured cv which will be important for me to acquire a job interview, I did not know before what to include in a cv writing, but after learning this topic, I now know what to include in my cv writing to make it more standing out for any employer to grant me job interview or to have chance to be selected to move forward in the process. (Morgan, 1997)
[bookmark: _Hlk45555164]

[bookmark: _Toc48664004]5.4 Referencing
I was not initially interested with this topic but when the lecturer started presenting it and also knowing how important it was to always reference my work, I got change of mind and putted my effort in it and it has helped me to be able to reference and give credit to people I use their work.
[bookmark: _Toc48664005]5.5 Cover Letter
I have now gained more insight about covering letter and why it is useful, when it came to covering letter, I had no clue until I started this course. I now know that covering letter will introduce me to employers, I have to summarise why I think I am suitable for the job to employers, I have also learnt that covering letter should not list everything I have done but should only be a supplement.

[bookmark: _Toc48664006]6.Conclusion	Comment by User: What else could you have done or written in this assignment?
[bookmark: _Toc48664007]6.1 Communication 
Communication was a topic which I did enjoyed, it has opened my understanding about the whole concept of making communication effective and I also like how it was presented. I have immensely benefited from learning this topic. I now understand verbal-nonverbal communication, different types of communication theories, also steps to avoid miscommunication like noise. I know that I can communicate through body language, eye contact, posters, and body posture.
[bookmark: _Toc48664008]6.2 Time Management
Time management was one of the topics I was looking forward to because of my ineffectiveness of my time, I can proudly say it has helped me to manage my time effectively now after following Eisenhower time management matrix and the presentation was good. 
[bookmark: _Toc48664009]6.3 CV Writing
In spite of online learning challenges I had with this lesson  I  personally think this topic was presented well, I now have very good idea of how to write well-structured cv and I believed I have benefitted from learning this topic.
[bookmark: _Toc48664010]6.4 Cover Letter
 I have learnt how cover letter is structured and also how important it is, I am very satisfy with the way it was presented even though I sometimes had challenges with my internet connection, noise from my household but I still enjoyed it and has benefited from it.
[bookmark: _Toc48664011]6.5 Referencing
This topic was initially hard and confusing for me but after a while I developed interest in it because of the way it was presented, and I am now confident of referencing my work well. I am very happy to have done this topic because it has helped me to reference my other assignment well.

7. Action Plan 
[bookmark: _Hlk48421448]If I am to do this module again, I would have preferred it to be presented at the University campus, I mean class bass lectures where it will be faced to face with the lecturer. I would also prepare well, getting more information from different sources, I would use library more as I could not do this time because of the corona virus. I would have paid more attention at class and also asking more question about thing that I don’t understand, I felt reluctant to ask question in class because I thought my question were not going to make sense, I would have come to class fully prepared and with a positive mindset. 
[bookmark: _Toc48664012]8. Conclusion
In conclusion this has been the most important module I have done; it has equipped me with all the leadership skill I need. It has also given me the opportunity to be able to continue to do level 5 and 6 and become an undergraduate. My communication skills are very effective now, my time management is very good, my cv writing has improved significantly, my cover letter and referencing are better now. I have benefited so much from this module; I know how to write a business plan now. I am very happy to have done this module.

[bookmark: _Toc48664013]9. References	Comment by User: References
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