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2. Introduction
This academic report is a personal reflection based on my learning in this module, using Gibb’s reflective cycle as a module of reflection on each topic and an explanation of the reason for choosing this module. Also, I will discuss four topics covered during the first and second term, which are: time management, CV writing, covering letter as well as analytical and critical thinking skills. Furthermore, reflection on how useful they have been will be discussed, taking account of any learning I undertook outside of the class and what I already knew. Last but not least, analyse of published literature related to the topics mentioned above will be presented, plus feedback given on all in-class activities. 
3. [bookmark: _Toc60692928]Topics
2.1. [bookmark: _Toc60692929]Time management
On the first term week one, I had the opportunity to learn the meaning of time management and understand how to use it in my benefit along with how important it is on people’s lives. This tool gave some understanding of how to use this process of planning and organizing, how to divide my time between specific tasks such as get ready for work in time, before start the visit with my service user I check what I have to do first, for example do the personal care, then prepare the breakfast then check if my service user is safe, comfortable and with alarm (Mind Tools, n.d.). Managing time is something that I always thought would be a very easy task because it is something very common in everyday tasks, but that was until research has led me to find out which way it can be executed with success.
Now I have this knowledge, which allows me to manage my time effectively. During the learning of this skill, it made me see some benefits of it, for example, increasing my opportunities for advancement, have a better professional reputation because I reach deadlines, also be in time which make people trust that I will be there in time which can lead to have a life with less stress even free up more perosnal time for myself, be less stressed, create productivity and efficiency along with creating opportunities to accomplish important career goals and life, which reduce wasting time. Looking from another side the disadvantages of it can be seen, in the case of failing the time management, for example, very poor work quality, missing the deadlines, poor stalled career and professional reputation, hight stress levels, inefficient workflow, which can make me feel very lost on my tasks (Mind Tools, n.d.). Many times at work or class exists the needing to use this ability, for example when I have many assignments to complete, using my phone calendar to remind me the deadlines, or leaving some notes on my fridge in that way leading me to read later and remember the task, or when at work when I have already too many activities, I can say no for certain if someone asks me to do something to them, which can many times interrupt the process of a successful task.
Since I experienced learning about the technique of time management, I have saved time and worked more productively, making my private and professional life more organize and functional, because without this skill I would never be able to complete my tasks without missing it, for example, my assignment date submission. Also, I do remember forgetting frequently about appointments because did not record or leave a note anywhere, but nowadays I would not commit that mistake because it is easier to organize my time with notes, alarms on my phone, excel calendar to remind me which activities are completed, and which one does need to be prioritised. So, in this way, I can say it was very useful to learn about this topic.   

2.2. [bookmark: _Toc60692930]CV writing
On week seven, term one, I learned more about CV writing, which was very beneficial to me. Before that class, I already had a CV which was used for job applications and interviews, but after learning more about this topic it made me realize that my CV had a wrong structure and many mistakes, because a CV needs to have professional and academic information so in that way convince the reader that I am the right candidate for that position. After researching and finding out more about CV writing, I felt embarrassed with myself because all this time I was using a CV which did not look professional because I did not put the information about my abilities such as decision making for example, when my tenant had a fall  I make sure she did not have any marks or bleed, try to make her relax, then make sure she would not move then call the ambulance and inform everything to the paramedics, as well as little things such as I enjoyed for complete a presentation successfully ate university or get a sense of reword complete a task at work, so for sure, this class was very important for me because it is something, I will use for all my career, but at the same time, I know that I have to keep updating it and do not forget to not include information what is more than five years.
Afterwards, that class made me more curious about it so I decided to see the meaning of curriculum vitae and during that investigation, I find out that this document must contain personal information, honors and awards, work experience, skills, presentation and publication, education, and membership in professional bodies (Corporate Finance Institute, n.d.). During this lesson the lecturer gave us a link of office manager resume from James Mike (Exforsys, 2007) where I could see my mistake and improve them, such as my lay out as well as paragraphs which was too long and hard to follow, after this I use the templates and use the structure and organize the class information and separate my personal life achievements to my job experience.
To finalize, I can say that this information is very useful for my present life and future, which allows me to progress and be more professional. Being able to make a proper CV will give me more chances to find better jobs and know a way to becoming a very interesting candidate in the employer's eyes. Also, I learnt to be careful when using translating apps because it can many times lead to poor gramma and confuse the reader.

2.3. [bookmark: _Toc60692931]Cover letter Writing 
Until the third week, the second term, I thought that a cover letter summarises the CV, which is not completely wrong but not completely right either. in that class, I learned that the cover letter is more than that, also it can be sent before the CV and is one of the first steps to apply for a job. Finding all this information made me a little bit confused because of not knowing what is more important when applying for a job position, for example, one should not: use the same cover letter for every single application, make it all about themselves, be too personal, be too keen, or draw attention to their weakness (Rolfe, n.d.), on other hand, it was useful to know more about it because now I know some techniques in how to show my transferable skills in a cover letter, for example, making a list of cover letter skills, then find commonalities and highlight other sought-after characteristics and soft skills (Hansen, n.d.). 
After having all this knowledge, I decided to make my cover letter and see the different ways to make it, for example online or letter, so that means both follow kind of the same structure but initiate differently. During this situation, it made me see that I was making mistakes with the excess of information, which is not needed because you must be careful to be professional and objective. Following it made my life much easier because now I can say that I know how to make a proper cover letter without missing the mains points, this is only been possible because of information given from the lecturer and the fact of practising many times until you finally make the right one. 
So now from my own experience, I can say that to write and understand what should be covered on the cover letter, only can happen from practice and a lot of research, for that reason I feel more confident to make covering letters and am aware of my old mistakes so in that way, will not make it again. 

2.4. [bookmark: _Toc60692932]Analytical and critical thinking skills
After learning about analytical and critical thinking skills in the second term week nine, I realized that my idea of critical and analytical thinking being the same is wrong. Analysing both tools made me very confused and a little bit stressed because I could not understand how they could be so different but used for the same things. So, with this class, I had a chance to learn more about this topic and share some ideas with my colleagues and in that way, it made my mind clear, which was a positive aspect, but in other ways made me see that we always used this process of thinking without knowing what we are doing, which is a negative aspect, because in fact if I know more about it maybe my analytical and critical thinking skills would now more improved.
Now that I research and inform more about this topic, I can say that analytical thinking is a critical component that gives the skill to solve problems effectively and quickly, so this skill involves the method of thinking step-by-step which allows people to break down complex problems into manageable and single components ( IQ Doodle School, n.d.), on the other hand, critical thinking is the ability to not agree with everything heard or read at face value, that means always question the information, arguments and ideas found on their studies (Critical Thinking, n.d.). So with all this information, I learn that to improve the critical thinking I can, for example, be an active listener, analyse the information which made me stepping from my emotions or even noticing my emotions and how they may affect my conclusion that I am making ate that time because I can see from my own experience that my emotions have affected my decision on my past so noticing my own emotions with all other information available in that situation I can take time to evaluate the decisions I making, along with that I can develop my curiosity and talk to a more diverse group of people (David, 2019), as well as analytical thinking to improve it I can learn new things every day, volunteer for new jobs, join a book club, take an online course or play brain games (Terrell, 2019). 
After gaining all these new skills, I will be able to improve during the class and take on my daily life. So, from now on I would make more understanding of many situations and analyse them with my critical thinking without losing focus on the main idea, that also means never forget to be a good listener and be open to others opinions and be rational with my judgment of other and my own thoughts and behaviours able to expose my ideas with common sense.
3. [bookmark: _Toc60692933]Gibb’s reflective cycle (1988) 
To discuss these topics, I will be using Gibb’s reflective cycle because it allows me to have a better performance as it is happening and improving on it for the future, that means, without this method of reflection it would be complicated to improve on my experiences for the next time. Also, Gibb’s believes that it would be hard to learn through experience only and without reflection, so in that way, to fully progress and learn, this reflection is vital. So, for each topic, I will use the six stages to explore my experience, which is description, feelings, evaluation, analysis, conclusion, and personal action plan (Learning Perfomace, 2019). 
4. [bookmark: _Toc60692934]Conclusion
Considering everything present in this report is it clear that reflecting on learning allows people to improve on their experiences as well as having a better performance for the next time. This type of reflection let me go back in time and see what my mistakes and be able to use new information to make judgments and plans that if a similar situation occur again I will be able to act in way which will be more beneficial to myself and others for my long term plans, along with that I can view my past achievements and realize what I was doing correct and how in way where I was able to suicide and bring this realisation, learn,  knowledge into my future experiences. Also being able to notice and analyse deeply what was my feelings during those moments allows me to be more conscious of how I could control it better my thoughts and my decisions more properly to make my best decision possible.
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