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ABSTRACT
This report is about the reflection of my studies at the university. The models of cycles of reflection l used, the experience and the learning styles. Employment requirement has changed. Modern technology has brought a significant change on related jobs. Developing my academic and my employability skills was essential to me. My inability to write effective CV’s and cover letters became a hindrance to me for achieving my goals. Facing interview was daunting to me because of lack of understanding and the competent to face it. Having the knowledge has now build my confidence.
 As a kinaesthetic learner, I took the effort to do practical learning. Using the Kolb’s Experiential learning cycle of 1984 was beneficial to me. l reflected on the feedback l received from my assignment and it challenged me to actively plan. The first few weeks into the university has helped me to plan a (PDP) Personal development plan, weekly planner and the (PPD). The understanding and the importance of time management was beneficial to my development. (Morgan, 2017).
 My ability to manage my time and follow my Action plan has increased. Using SWOT analysis by Albert Humphrey in 1960. I could identify my strengths and weaknesses, opportunities and threats and develop in myself. I can confidently work alone. My Writing skills has improved. The ability to paraphrase sentences and write cover letters and CV. (Cottrell. 2015.) 
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INTRODUCTION
Using Gibbs reflective model of 1988, to reflect on myself has enabled me to write this report. The ability to undestand and use different models of  reflective cycles, theories and to analysis them for learning and development has been successful. Thinking critically and making the right decisions is important. It is amazing to know how determination can lead a person to develop and achieve a career. Writing formal letters, note keeping, planning and generating sentences and revision through my studies has been successful. (Module.uwtsd.ac.uk, 2020).
My reflection is on the experience through my studies at the university, my engagement and learning with modules. The different activities such as Paraphrasing, Summarising, Time management, Analysing, Managing conflict and  Academic writing. (English, 2019). Gibb’s reflective cycle of 1988 by Graham Gibbs talks about the six cycle of refection, Desriptive, Feeling ,Evaluating, Analysing, Conclussion and Action. (Morgan, 2017)). The model of Driscoll 1994, 2000, 2004 and 2007 explains reflection and the next step.( NOW WHAT ).Recieving feedback from my lecturers has been beneficial for my academic learning and writing. The Johari windows gives understanding of how to relate with others.
The Johari window  was invented by Joseph Luft and Harrington Ingham in 1950  as a model for mapping personality awareness. 
The Johari windows enligthen  awareness . It enables you to build on your shortcoming and to put your strength to actions. It is a model that can be effective in team building, like roles , strength and resposibilities.(Morgan 2017)). The ability to manage my time, think critically and communicate effectively with others has  helped with my studies. (Morgan, 2017)(Nofriza, 2017).
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KOLB’S EXPERIENTIAL LEARNING CYCLE .(1984)               	Morgan (2017)
	


	


PARAFFRASING
	


	


TIME MANGEMENTT
	
	


ANALYTICAL THINKING
	

 
	


EMPLOYABILITY

	
CONCRETE EXPERIENCE
	The learning goals like SMART and research methods

	
	Following my Action Plan  has enabled me to manage my time effectively
	
	Analysing and thinking before making decision
	
	Leadeship skills problem solving,team work and communication

	Reflective observation
	Awareness of my strength and weakness

	
	Reflect and change



	
	Observe and make meaningful decision
	
	Acquired skills for employability

	

Abstract conceptualisationn
	Making effective decisions

	
	Plan ahead to make changes
	
	Benefit to development
	
	Extra online tutorials

	

Active Experimentation
	
Focusing and participating


	
	I can now manage my time to meet my learning requirements
	
	
Ability to make good decision
	
	Confidence
,competent and knowledgeable



Smart goals setting .                          Edwin Locke in1968
	
S
	
Specific : Careers and  personal goals. 

	
M
	
Measurable :  l can track my development using my PDP. 

	
A
	
Attainable : I can accomplish my short term and long term goals

	
R
	
Realistic :To achieve my career ambitions.

	
T
	
Time related : To accomplish them all  by set times.
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Gibbb’s reflective 
Cycle (1988)

	

EMPLOYABILITY
	

PARAPHRASING
	

ACADEMIC 
WRITING
	

C V
	

TIME MANAGEMENT-
	

ANALYTICAL- TINKING

	
DESCRIPTION



	Ability to work independently make decisions, be resourseful, IT skills and communication
	
I analyse the whole outcome and turned it to positive outcome
	
My academic writing was not to a standard
	

I did not have much understanding
	

I felt I did not manage my time properly.
	

Describing and reflecting on my last performance

	

FEELINGS



	
I felt a bit discourage  and sad because l could hvave done better
	

I turned my weakness to strengh by focusing
	
I  felt I have failed myself but l could do better
	
To be competent to write my CV’S and cover letters
	
I felt the need to study and be serious with my career goals
	
Changing my perspection of the situation by creating room to study

	

EVALUATION


	As l  reflected on my work, l was able to know my strength and work on my weakness
	
It has been a great achievement  as l rephrase on it.
	My confidence in academic writings has improve
	
Compare to previous time, I can now write different formats of  CV 
	
Choose to do first and the most important things. No time wasting
	
Understanding,
why, how, when and make a 
change

	

ANALYSING


	Where did l go wrong, where  do l lack and what can l do
	
Taking the positive side has help me to develop my weakness
	Compare to the time l started ,there have been a  change
	
 Mind tool, prospect, online tutorials, practice
	
What benefit has it brought to me 
	 I notice I could do better if I focus and take my learning into my own hands

	

CONCLUSION


	
I planed to take extra classes for IT skills, do research and learn
	
As l reflect and evaluate I can now say I have developed in my academic studies
	I began to read through defferent
literatures 
	
I can now write different formarts of CV’s and cover letters
	
I can manage my time effectively now and in the future.
	 Thinking critically has helps me to make good decisions.



	

ACTION


	
Focus on my learning
	

I can rewrite
	
More confident
	
More confident . achievable
	
Leadership quality
	
Decisions leadership traits
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RESULT FINDING.
 Gibb’s descriptive model of reflection allows you to describe the situation, the event or occurances, the feelings, evaluation, analysis, conclusion and action. Despite the effectiveness of it, describing it can even descourage.
Kollb’s Experimental learning cycle of 1984 is a very useful learning cycle,  explains how learning through experience can change you. As a kinesthetic learner, learning mostly through practical experience, have much benefits.  It values the behavior aspect, the active experimentation and the abstract conceptualisation. The Concrete experience, practically cultivating and implementing. The theory can be beneficial to individuals depending on their learnning. Vitual, Verbal, Aural or Physical.
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Academic writing and time management . 
 Academic writing is the ability to write formal literature, non fiction structured and back with evidence    (Osgathorpe, 2018). Academic writing is improving sentence structure. Lack of academic writing ability can generate isolation and are factors  impeding on gradute student. (Emile Tremblay Wragg, 2020). The ability to analyse and write clear and concise strutured easys and report has given me much confidence.
Managing my time efficiently, organising my space, organising my resources has brought lots  of improvement to me as l have learnt to improve my time effectively. The ability to take control of my  studies and take actions to meet my goals.The ability to organised myself for short term and long term purposes. (Andrew Maund, 2017).Time management is a great factor in every organisation, developing and demonstrting this skills has enhance my personal reputation. Time management also comes with planning. (Morgan, 2017). 
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TIME MANAGEMENT MATRIX                       URGENCY
Eveloped by Stephen Covey 1989. The abiltity to manage your time appropriately is half way success.
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Employability Skills, C V writng and Cover letters
Employability is the capabilty of getting and keeping satisfactory work. It is the true skills that employers always look for. The skills that matters, the ability to communicate and express myself in more confident way. Empolyability skills is the ability to be adaptive, a team player and with comercial awreness for the organistion’s needs. Employability skills are also the ability to analyse and invesitgate. To establish facts , principles and solve problem. Self proactive and the ability to plan, create ideas and solutions , flexibility and leadership qualities. (Springpod, 2020). Employability should beincorporate in the curriculum to increase academic ability to meet the demands of the labor market. (Al-Alawneh, 2014).     
                                                                                                               
4.1 Paraphrasing
Paraphrasing is a change of vocalburary. The act of changing noun to verb and verb to noun. (Berant & Liang, 2014). Paraphrasing is reading carefully and rewriting the quote in your own message. It is taking someone’s word and putting them in your own word. It can be reflecting on a aquote or a message and rewiting it in your own words. For the fisrt time the paraphrase process behind palgiarism has been analysed, proving valuable insigh intothe inprovement of authomated plagirisim detection. (Barrón-Cedeño, et al., 2013)  It is good to re-check and read your paraphrasing in other not to palgiarise. I can analyse what the event of idea means to me in accordance with the whole quote or sentences. Understanding it has build my confidence in academic writing.
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Analytical thinking and Problem solving
Analytical thinking is the ability to analyse and make good plans for my career. It is the breaking down of information into smaller pieces. Analysing a situation will allow me to make a good decision and not easily jump into conclusion. It is important at the work place especially at the Health and Social Care sectre where decision making is very important. Understanding the importance of analytical thinking has enable me to reflect on my thought before making any decisions.
The frame work of Critical thinking  developed by  Blomm et al 1956. The Hierachical set of skills                ( Morgan 2017)
       SKILLS	DEVELOPMENT
	Evaluation                                               Evaluating
        he                            Synthesis                                                  Creating                                          
                                         Analysis                                                    Analysing                                               
                                         Application                                              Application                                      
                                        Conprehention                                        Understanding                                       
                                        Knowledge                                               Remember
Understanding how critical thinking works and how impotant it can be for organizations and work places. The ability to analyse and develop information beyond memory.  Knowing the strength of my own thinking gives me the strength l needed to argue ,analyse and reflect. (Morgan 2017). The ability to manage my time, think critically and communicate effectively with others has  helped with my studies. (Morgan, 2017). (Nofriza, 2017).

Section 6                                                           DISCUSSIONS
Kolb’s theory was reviewed and conducted to examined what consitude a concrete experience and the nature of experimental learning. The analysis revealed the strengh of the model. The involvement of the learnners, The active participation, research, critical thinking, problem solving, reflective obsevation and meaningfuI learning. Using the Kolb’s model , reflecting on my experince, spending time researching and practicing has been helpful. Following my personal development plan, I was supposed to take some IT training class to enhance my digital skills. After the lock down everything halted.The mindset of what I have to do was essential. I took action to experiment what I can do. With the module’s resource materials I sarted learning and practicing. Describing my feeling can either bring positive motivation or negetive discouaragement. 

Section 7
CONCLUSION
Attending the university has increased my knowledge and understanding, the abilty to perform professionally and independently in my career. I have aquired skills like C V writing and cover letters, paraphrasing, summerising, and critical thinking abilities. I am more confident to communicate and listen to others. 
 Having acquired knowledge through the interaction with my lecturers, I can access the rsources in module and library and some online toturials that can enhance my knowlledge. Reflecting on my feed back has help me to progress. I can now manage my time effectively to meet my goals.


 In the appendences are examples of my C V and Cover letter and some models for learning.
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Appendences 1



 CV

Elizabeth Owusu
28 Morten close, Clapham Park
 London SW4 8LG
T.07366099950
Personal Summary
 Certified Health and Social Care worker with a vast experience in the effective and efficient caring for people. I have a genuine interest and enthusiasm for helping and looking after people. I have experience in maintaining a healthy and safe environment, making sure that service users are comfortable and safe.  Helping to improve the physical and personal independence of clients.

Support worker. 2016-2018.
Duties.
Meet the daily needs of clients and make provision for physical and emotional care. Work as part of a team to achieve standards. Responsible for providing personal and basic health needs. Promoting stimulations to enhance their confidence in the performance of their day to day care activities.
. Keeping up to date records clients, including daily observations about activities and medication administered. Involve in developing care plans. attending staff meetings with senior managers. participating in appropriate training activities and courses. Helping to organize and participate in recreational activities. Assisting in clients feeding, bathing, and dressing. Talking to clients and listening sympathetically to their problems. Supporting them to gain independence and promote their involvement of decisions and their needs, including personal hygiene. Reporting to senior managers of any issues concerning the welfare of clients.

 Carry out essential safety checks and risk assessment to ensure smooth operations. Deliver feedback to families, and handovers to other staff. Excellent attention to detail when completing report. Monitoring and recording seizures.
PROFESSIONAL SKILLS
Critical Tinker, Creativity, Teamwork, Problem solving and good communication skills.
. Knowledge of relevant health and safety policies and procedures.
PERSONAL ATTRIBUTES
. Confidence, drive, and enthusiasm.
. Ability of multitask and meeting deadlines.
. Treating people with dignity and respect.
. Able to build relationships with clients and their families and friends
. Capability to communicate effectively with other team members.
. Willing to work flexible hours including weekends and nights.
. Constantly maintaining personal and professional development to meet the changing demands.
KEY COMPETENCE AND SKILLS.
Good listener and Personal care
Time management, Record keeping
ACADEMIC QUALIFICATION
Certificate in Higher Education: Skills for the workplace.
 (Health and Social Care) Level 4 (2020)
NVQ Level 3 Early years Foundation Stage. (Care and education).




Cover letter.
The manager                                                                                                                                      My address
Brenda’s Care Home
385 Brown hill road, Catford
London SE6 0LM
15/07/2020

Dear sir/Madam,
I wish to apply for the role of a support worker currently advertised on your website.
Please find my CV enclosed for consideration.
As you can see from my attached CV, I have over 10 years of working experience in the Health and Social Care industry and I believe I can be of much help to your company. I am a competent reliable, skilful more knowledgeable and experience and this makes me the right person for the role.
My current role as a support worker at independence home I have been responsible for assisting service users care and independence, monitoring and recording seizures, ministering medication, assisting in outing and appointment, cooking, record keeping, feedbacks and handovers, safeguarding and safety checks.
With my previous experience and expertise, I believe my contribution will have some impact.
 Thank you for your assistance.
I look forward from hearing from you.
Yours sincerely,
Elizabeth Owusu.
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KOLB’S MODEL OF REFLECTION (1984)

Reflective Observation
Reviewing/ reflectin on the experince


Concrete experience.
Having and doing the experience



Active  Experimentation
 Planning/ triying out what you have learnt     





                                                                                                                      Abstract Conceptuallisation
                                                                                                                Concluding / learning from experience

 Experience on my learning , reflecting on the out come , thinking and making decission and taking action by focusing , researching, practicing ,learning and developing.(Morgan 2017).



EMPLOYABILITY







































Open
Area


Blind
Area


Hidden Area



Unknown
Area



1. MANAGE
Short term goals
Appropriate task


2. FOCUS ON
Long term goals. 
Appropriate task


4. DELEGATE
Approriate Task
.calls 
. Emails
.Meetings


3. DUMP 
Inappropriate task
. Time wasters
. Private calls
online gaming




CRISES  1


HIGH


PLANNING 2


LOW  


ESCAPE AND ROUTINES 3


LOW


UNSHEDULED INTERACTION  4


LOW
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