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,,Without reflection, we go blindly  on our way, creating more unintended consequences, and failing to achieve anything useful.’’ (Margaret J. Wheatley)
Nothing truer than the above words. Reflection helps analyse, criticise being objective and take further decision meant to help one progress and be efficient in any aspect of his life.
Reflection, for me, comes naturally, first thing I do when I wake up in the morning is to think about the tasks of the day, what is that I have to do, how I will do this, why am I doing it? The Reflective Writing class introduced to us in week 4 of this semester, helped me understand this at a whole new level, an academic one.
Having to write this report, in which I need to reflect on my learning in this module, using one of the models of reflection that were introduced to us, opens new perspectives for me and somehow, I can quantify exactly what I learned, if this brought any improvements in my life or if any of the things I have learned can be used in my future professional life.
I choose to write in a reflective manner about few of the topics that were introduced to us in this module: Time Management, Summarising, Cover Letter, Public Speaking and Giving Presentation. I will do this using Gibb’s Reflective Cycle.
According to Ruby Rumson (2018) you can change only things that you control, that is why Gibb’s cycle is useful for people that just find out about reflective thinking or writing. Using critical reflection transform the new information into action and bring progress in your life.
Gibb’s Reflection Cycle has six steps: 
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According to SKILLS YOU NEED, time management is an art of fulfilling all your task without stress, being efficient and productive.
People that have the time management skills are able to differentiate between urgent and important, they understood the advantages and the disadvantages of time managements and what steps they need to take in order to manage their time wise and efficient.
I heard so often people speaking about time management, even I was speaking about time management but only in first semester, when we learned about skills for effective learning, I truly understood this concept and the fact that this is a skill that can bring the success in your student, professional or daily life but also can ruin efforts and lead to the failure of a project.
How can time management improve my life and my work?
An article on Indeed Career Guide (2020) is talking about the benefits that time management can have on one’s career, what are time management skills and how can these skills be improved.
I am working as a warehouse manager and this was exactly the time when all the information that I received stroke me like a lightening. 
Which are time management skills:
· Organization – is the skill that gives a clear view of the job that has to be done meeting the deadlines.
Finding about this, I realise that I need to pay more attention to this aspect of my work. I started to use more often my agenda, and I tried to keep my workplace tidy and organized, so I won’t lose any time trying to find things.
· Prioritization – it is an must have skill for a good manager, he needs to assess the daily task and decide which is first.
To be honest, without knowing much about this function, I always manage to prioritise my work load in an efficient manner.
· Goal-setting – is the skill that will helps on fulfilling the company’s mission or purpose.
I became aware of my shortcomings regarding my short-term goals. I always kept my long-term goals in my mind and somehow, I neglected the ones that leads to achieving them. So, I started to plan better my activity, the steps I needed to take in order to fulfil my targets.
· Planning – is about sticking to a schedule in order to be efficient.
I realized that I really need a to-do-list and I started to use it more often. I had my agenda but to-do-list seemed easier to use, kept me more focused.
· Delegation – it is the skill that helps meeting the dead line. Using it also implies good communication skills.
It was useful for me to understand that as a manager I don’t need to do everything. That I hired the people because they are able to pull out the job, and if I want to finish in time and achieve my goals, I need to share the work with my team mates.
· Stress management – motivation and good results are the outcome of handling stress in an efficient manner.
It was not the first time when I met the idea that the stress is the enemy of our mental health, that in order to be efficient stress needs to be reduced. But reading and learning one more time about it made me aware of the importance of stress management. I am trying to reduce the stress at my work place, giving small breaks to my team members, offering them small rewards in order to give them a sense of fulfilment and belonging.
Knowing all this and discovering the ways to improve this time management skills contributed a lot to my experience as a manager and also improved my student life. I manage to organize better my spare time, between my family and my studies.
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Summarizing is using your own words to express someone’s else idea. The main information and ideas must be there, in the summary, in a clear and accurate form, but in a shorter version than the original article. (McCombes, 2020).
Academic Writing was the class that introduce for me Summarizing.  I understood that for my assessment and in order to express my ideas during the classes, I need to enhance this skill, after all. There are steps I need to take in order to be concise and specific about the topic I am approaching and in order to avoid the plagiarism, which is the students main fear when they have to hand over an assessment.
What did I learn?
1. I need to read the text – in order to understand the article, I need to really go through it several times: once to quickly scan it, second time to read it thoroughly, and write down the main ideas and third time I need to skim the article and underline its main points.
2. Break down the text in smaller parts – it is easier for me to understand and to manage the text that I have to introduce.
3. Discover the key points of each part – this is the step that it helps me take out and put together the main ideas, understand the purpose of the article.
4. Write the actual summary - In this stage I am presenting, using my own words, what the author intended to express through the article, keeping in mind the main ideas I discovered in the previous steps.
5. Last step, but not the least I am reading the text one more time to make sure that I didn’t miss anything and I kept the meaning of the original article. It is also important to make sure that my source is clearly cited, and in UWTSD, we are using Harvard referencing style.
Honestly, I feel that I am still learning the summarising technique, I don’t master it yet, I am trying using different dictionaries to avoid plagiarism and to make sure that my writing style is appropriate.
It is challenging and exciting for me to extract the main ideas from a text, in a literary way, as English is not my first language but, I really hope I am on the wright path.
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A cover letter is a document that is sent together with a resume in order to get a job. It is a brief introduction of one’s skills and is meant to make the CV appealing for the employer. Cover letter is emphasizing the qualities of a person, what makes him the right candidate for the job. It is not supposed to have more than three paragraphs. (Smith, J., 2019).
I learned about Cover letter in the 3rd week of second semester and, I have to say, it was complete new for me. I heard before people talking about cover letter, but I never used one when I applied for a job. Also, at my workplace, we never asked a cover letter and we did not consider it as an important part of the job application.
So, when I learned about it, I understood that it is a complex process that helps both, the employee and the employer.
What did I learn about Cover letter?
I have learned that it has to be brief and that needs to have at least 3 paragraphs:
· First – here I need to mention the position I am applying for, where I found about it and my availability for the job.
· Second - I need to show what do I know about the organization and makes me the right candidate for the role.
· Third – I need to talk about my skills and why I am a good acquisition for the company.
· Last – is the moment to close my Cover Letter, I mention once again the interest for the job and ask politely the opportunity of an interview. Best way to end the letter is thanking and using the formula: I am looking forward to hear from you…
First thing I did after this lesson was to write a Cover Letter, to see how would look like and if I understood how I have to write it. It was written in a general way, applying for a warehouse manager role, as my experience is based on this job.
Of course I used the general greeting like: Dear Sir/Madam and according to what I learned I closed it with: ,,yours faithfully’’. I tried to not duplicate my CV and I presented my skills as the best asset for the company. Even though I don’t think I will use it soon I was pleased with the result and indeed is completing my CV.
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According to Laura Spencer (2018) public speaking is alive presentation in front of an audience. It has a certain goal (to inform, educate or entertain) and sometimes is using slides in order to obtain listeners attention.
Giving presentation it is exciting for some people but fearful for others. However, it is an important skill for the workplace or for the academic life. Presentation is the best way to present a project, an idea, creating important connection on a personal level. (Capes, n.d.).
According to Philip Andrews, both skills have a lot in common. Both of them put a person through the same challenges: stage fear, adjusting the voice tone, make researches about the audience in order to understand it.
I had the chance to speak in public or give a presentation few times. But to be honest I never realised that are so many things that I should consider.
The importance of speaking in front of a diverse audience that might have a different level of understanding, the need to consider the venue where I have to speak or give the presentation, which problems may occur, how to overcome them, prepare always a back-up plan in case things are not the way I want and the importance of feedback. Also, the fact that I need to make the most of my communication skills in order to get the best results, either I am speaking to a public, either I am giving a presentation online or in front of an audience.
I had the opportunity to give some presentation online, in front of our UWTSD teachers and every time I was nervous, I had to adjust the tone of my voice according to the topic, adjust the speech in order to keep the public interest but the most difficult it was to respect a given range of time.
I still need to learn about public speaking and giving presentation techniques as it is a vast topic and the coordinates are never the same.
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Joining this course of Certificate of Higher Education in Skills for The Work Place it was one of the best decisions I made over the last 5 years. Through this Reflection Writing assessment, I realized that my knowledge is highly enriched, I definitively developed my employability and soft skills but I still have a long way to go in terms of deeply understand all the topics that were introduced to us. I could clearly see where I stand and where I want to be and I looked at this assessment not only as an must do but also as an opportunity to self-asses my skills and my shortcomings.
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