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Abstract 
This report examines the function of reflection through contemplative writing on topics that have been studied and open-ended. Reflective models such as Gibbs reflective model have been used in the analysis of and writing of this reflective report (McCarthy, 2011). The use of reflective methods associating the reflective writing is crucial as it explores the understanding, knowledge and ideas of topics that have been studied and still being studied during HE in Health and Social Care course in the University of Wales Trinity Saint David London campus. 

Introduction
This is an academic structured report aiming to reflect learning and experience during this module. There are different models used to reflect learning and experience during the module. I have applied Gibb’s reflective cycle. This model is based on six key steps namely action plan, experience, feelings, evaluation, analysis, and conclusion. In this reflective essay I have selected five key topics namely CV writing, referencing, paraphrasing, summarizing, and communication.  It is worthwhile that reflection is the persistent, active, and careful consideration of any belief in the light of grounds that help and support to conclude (Dewey, 1933). Reflective journals become an effective tool to express learning and experience gained during the study. There is a study conducted by Black et.al. (2000) defined reflection as a cycle of thought and action in which students or educators explore their attitudes, values, experiences, thoughts, and underlying issues to identify and analyze critical incidents in their personal and professional lives. The study of Schön (1983) defined reflection as a cycle of thought process where an individual pauses an action and thought about future actions. In simple words, reflection help students to analyze what happened in the past, and what is going to happen or what should not go to happen in the future? No one can deny the role of reflective practice in the teacher education program because it is considered to be a key and significant component in the development and training of preservice teachers (Morrison, 2009). This work is limited to five key topics studied in this module. The key topics I studied include CV writing, referencing, paraphrasing, summarizing, and communication. Different models can be used to reflect personal learning and experience namely Gibbs reflective cycle, Kolb reflective cycle, Schon model, Driscoll model, John model, etc. We have selected Gibbs reflective cycle. It was introduced in 1988. This model is based on six key steps. In this reflection, we have to follow Gibbs's reflective model to demonstrate learning and experience got during the module (Tang, 2002).
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                                                                                          Gibb’s Reflective Cycle
Feelings
Before this module I was familiar with the topics namely CV writing, referencing, paraphrasing, summarizing, and communication. But was not aware of the importance of these key concepts. My introduction was just limited to names of the topic but was unaware that these topics are themselves skills in nature. I have learned during this module that knowing about CV writing, referencing, paraphrasing, summarizing, and communication play a significant role in the personal and professional development of an individual. These key topics and concepts must be known to every student because somehow these are skills in themselves. Everyone cannot write a professional CV. It means that CV writing is a skill. Moreover, there are specific rules and styles for reference. One must be in a position to know about different reference styles. Paraphrasing and summarizing also play a significant role in writing. Therefore, these are considered to be the key skills. The fifth topic I have selected is known as communication. There is no doubt that communication plays a significant role for managers in the organizations to perform different functions of management namely planning, organizing, controlling, and leading (Vanjamuri et.al, 2007)
Experience
Before studying these topics in this module I was just familiar with the names of these topics but was not aware of the importance of these topics in the personal and professional life. During this module, I have learned that CV writing is a skill and one must know when to use a CV. Writing a CV is not an easy job. I have learned that while writing a CV need to check the length and format of the CV. The CV must include a short description of a personal profile, qualification, experience, skills, personal achievements, and references. I must say that previously I was not aware of the writing art of CV but this module proved to be helpful to learn about writing a CV. During writing a CV, I have learned the importance of paraphrasing and summarizing. Both topics and concepts are very useful in writing a CV. Moreover, the role of paraphrasing and summarizing is key to write a reflection about personal learning and experiences gained during the module. No one can deny the role of citation or reference. To avoid plagiarism we have to refer to the ideas and concepts used in writing about a topic. In simple words referencing allow us to acknowledge the work of other researchers. Here we have to discuss both references and paraphrasing simultaneously because both are interconnected. In writing a reflection or a thesis we have two options either to directly quote the work of others or to paraphrase or write other work in our own words. In both cases, we have to provide references. While summarizing helps us to integrate and club central or key ideas in a meaningful way. Finally, communication help managers to perform management key concepts namely planning, organizing, leading, and controlling (Grant et.al, 2006).
Evaluation
[bookmark: _GoBack]The role of evaluation is very crucial in writing a reflection because it describes the good or bad about the situation. During the module, I have learned that writing a CV is not an easy task. I was even not in a position to decide where to start and where to end. But I found myself very easy and comfortable while summarizing and paraphrasing the concepts. From childhood, I am used to writing letters and different stories in my own words. This practice from childhood helped me a lot to summarize and paraphrase key ideas.  Overall, I found referencing a very unique and difficult art. Initially, I was unaware of the concept of reference. When the teacher gave the first assignment and instruct us to use APA style referencing, at that time I was ignorant and was unaware of the use of APA style. After submitting my first assignment, I requested that my assignment should be re-marked as I felt I was given low marks, however, the feedback from the lecturer and the module descriptor brought my attention to the formatting of the APA style and Harvard referencing that was instructed to be used. I have revisited this particular topic and made additional learning time to read on the use of references in research work. I have now understood the different reference styles namely MLA, APA, Chicago, Harvard, and Vancouver. I must say the worst thing about my study in this module was related to references because I found it very boring and difficult. Still, I am trying to understand the difference between available reference styles and their use in the research work. In short, I must say that I found CV writing and references very bad because I was unaware of these two concepts. I was familiar just with the names of these concepts. Here I must say that CV writing and references are the two main skills that must be learned by every student. Both concepts have a direct relationship with the personal and professional lives of students. I already mentioned that I found myself very comfortable while summarizing and paraphrasing the work of other writers and researchers. Finally, I must say that communication is an art and I have learned that it's a two-way process and involve sender, medium, and receiver. In organizations, communication could be from top-to-bottom and bottom-to-top. In short, communication help managers to manage and perform different functions of management. I have found references and CV writing very boring because I am not good at both skills but I am paying full attention to learn these both skills. After studying references, and CV writing I came to know that these concepts and skills are very important to excel in personal and professional life. Consequently, I am paying full attention to learn these skills. 
Analysis
My analysis is limited to CV writing, referencing, paraphrasing, summarizing, and communication.  The analysis part aim is to make sense of the situation. There is no doubt that we studied different topics and concepts in this module. But we have selected the mentioned five topics due to their great importance. These are just not topics but also are the skills. I have come to known that these skills must be learned for better personal and professional life. In the writing role of references is very crucial. We can publish other ideas with our name because it’s unethical. There is a set pattern to use other ideas in the research work. We have to mention the names of the researchers while quoting their ideas or wordings. Previously, I underestimated the importance of making an appropriate referencing and had little idea on consequence of plagiarism. As plagiarism is unethical, so I am trying my best to mention the name of the researcher while quoting his/her work. During this module, I have come to known that there are two options to use other ideas either to directly quote or paraphrase. The whole text cannot be copied just definition and key statements can be quoted in inverted commas along with the name of the researcher. The other option left for us is known as paraphrasing. Whenever we need to paraphrase the work of other researchers and writers then we need to explain others' work in our own words but must mention the name of the researcher. Mentioning the name of the researchers or writer is often called a citation. In the case of CV writing my analysis says that it is considered to be the most crucial job along with references. I have found that both CV writing and references are not easy to learn. It requires a lot of effort and time because it involves complexities. Just in case of references we must know that there are different styles of references. To quote a reference we have to mention the name, publishing year, name of the research journal, topic, source, etc. CV writing is also not an easy task. It requires communication, summarizing, and paraphrasing skills. The combination of the mentioned skills helps or assists us to write a CV. Most importantly, before writing a CV we have to learn about the rules of writing a CV. It must be written in the context of job published and employer requirements. 
Action Plan
Action plan tells us, what we have to do next time? It means that all other steps were related to the learning and experience I have gained during the module but the action plan is related to the future. In simple words, deciding about the future based on the past is known as an action plan. Overall, I have learned that I am not good at CV writing and referencing. Therefore, I have decided to attend different tutorials and training programs to learn about different styles of referencing and CV writing. I am also feeling that I need to improve my paraphrasing skill as well because it is very important in explaining other ideas in my ideas. No doubt, I am capable to write other ideas in my own words but still facing difficulties. Finally, I must say that I have accepted and admitted the importance of these concepts and considering these concepts as skills. Now onwards, I will pay more attention to excel in these concepts and skills to become more effective and efficient. 







Conclusion
This reflection was based on personal learning and experience gained during the study of CV writing, referencing, paraphrasing, summarizing, and communication.  To reflect on learning and experience gained I have adopted Gibb’s Reflective Cycle. Overall, I reflect on my learning and experience of the mentioned concepts and topics. Here I must say that these concepts are just not topics but are the skills. In my point of view, all of the students must learn these skills to excel in their personal and professional lives. I have learned that a student cannot be successful in his/her academics and professional life until and unless learn about these skills. Finally, I must say that I have found CV writing and references more difficult as compared to others. These concepts are very crucial and must be learned by every student. I have learned that I must pay more attention to learn these skills because still there are shortcomings that must be addressed. No one can achieve the Excellency but at least need consistent and continuous efforts to learn about these concepts and skills. I am committed to attending different training and development programs to excel in these skills. 
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