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1. [bookmark: _Toc49287915]Introduction 
During the last two terms of my degree, I covered various topics under the academic and employability skills module. (module code: BMSW4001_LON) I will analyse and reflect on four of these topics covered in this module. This will include reflecting on the topics of summarising, SWOT (strengths, weaknesses, opportunities, and threats) analysis, CV (curriculum vitae) skills and cover letter skills, using recognised models of reflection. I will analyse their usefulness to me, having engaged with these topics through independent research, personal experience, lecture notes and in class activities.
2. [bookmark: _Toc49287916][bookmark: _Hlk48993676]Summarising
[bookmark: _Hlk49130027]I will reflect on the topic of summarizing using the Gibb’s reflective cycle (1988) 
This is what it looks like:


I studied the concept of summarising academically for the first time, as part of the academic and employability lectures. Prior to this, I had used this technique in personal writing and professional writing in Spanish and English. However, I have never studied the topic or practiced the concept academically. 
I learnt through investigating academic literature, that summarizing is the act of extracting the most important points from a text and rewriting them in your own words, in a shortened form. Being able to write a good summary also demonstrates that you have fully understood the text you are reading. (Buckley, 2004)
I felt uncomfortable at the beginning, when I was introduced to the concept of summarising academically, as it was difficult to extract key points from a text when there is a lot of information. I also realized that good summarising skills requires practice and a thorough understanding of the text. 
It was a rewarding experience to improve my summarising skills. Unfortunately, I did not learn the concept fully in class, because I did not understand the explanation provided by the teacher. Therefore, I performed my own research on the topic using the literature references provided during the lectures and conducting web searches on examples of summarising, which helped me more thoroughly understand the concept of academic summarising. 
By practicing writing academic essays as part of assignments I was able to understand how to extract the most important information and what information should not be included in the summary. I also began to appreciate the value of effective summarising skills, as it was required in my assignments. 
I used my improved understanding of the concept and applied it to the activities of my personal life. As a hobby, I write reviews on social media in relation to books that I have read. I realized that, in the past, my reviews were considerably long and didn’t capture the main points of the book. After understanding the concept of summarising I was able to clearly present the key points of each book. 
In the future, I will attempt to make a list or underline the key points whilst reading a long text or book. This will enable me to more efficiently create a list of key points on a real time basis while reading a text. It will also help me to compare this list of key points to my overall opinion on what the key points are once finishing reading text or book This will further help me improve my summarising skills.
[bookmark: _Toc49287917]3. SWOT analysis 
I will reflect on the topic of completing a SWOT analysis using Driscoll’s Model (1994) 
This is what it looks like:













[bookmark: _Hlk49132343]During the last term I learnt about the concept of SWOT analysis (strengths, weaknesses, opportunities, and threats) within my academic and employability skills lectures. I wanted to reflect on this topic as I had not covered the concept academically or in practice.
Learning about the SWOT analysis was fascinating to me because I was able to learn and apply the concept on myself, for the first time. This enabled me to feel more aware about which areas I am better at, which areas require room for improvement and what attributes I need to change to improve my employability. 
I performed various SWOT analysis exercises during the term. Some were about companies and some were about different aspects of myself. I felt that these exercises were a useful learning tool. Everybody in the class had to conduct a SWOT analysis as part of the assignment for the academic and employability skills lecture, and I felt that almost all of us had the same understanding about the SWOT concept. Each one of us appreciated the fact that to perform an accurate SWOT analysis we need to be true to ourselves about our experiences and skills.
I felt excellent when I fully understood the concept and I believe this was because of my ability to gain confidence in performing better SWOT analyses with practice. At the beginning when I was introduced to the concept, I felt unsure and intimidated. I think this is partly because the lecturer did not delve into this topic enough; maybe he should dedicate more time into explaining the different components of the SWOT analysis with more examples, in the future. I feel some of my colleagues felt the same as me at the onset, this was because we had not previously encountered the concept academically or in practice. My colleagues who were already familiar with the concept felt at ease when the SWOT analysis was introduced during the lectures. This was the main reason for the difference in feelings between myself and some of my colleagues.
I performed independent web research on the concept of the SWOT analysis to improve my knowledge. I also was able to practice the use of this concept as part of my academic and employability skills assignment. As I improved my understanding of this concept, I feel that I am now able to perform a SWOT analysis on companies much faster. 
In the future I will keep in mind the key conceptual factors of the SWOT analysis and I will use it proactively academically and personally to ensure I obtain practice in implementing the concept in different situations.
I also will continue to conduct SWOT analysis on myself in relation to my employability skills so that I am constantly aware of which skills I need to develop and so that I can take steps to constantly develop these skills. When I performed the SWOT analysis as part of my employability skills assessment, I realized that time management was one of my weaknesses. So, I took steps to be more aware of and improve my time management skills. If I were to conduct the SWOT analysis now, time management may still be my weakness, but I know that I am more aware of it and I am actively pursuing strategies to resolve this weakness. 

[bookmark: _Toc49287918]4. CV writing
I will talk about CV writing according to the Gibb’s reflective cycle (1988) 
I studied about how to write an effective CV during this term as part of the Academic and employability skills lecture. 
This was the first time I was learning about this topic in an academic context. Previously I have attempted to draft CVs as part of job application processes. Even though I have completed a CV, I felt that I have previously never focussed on drafting a CV following specific theoretical guidance. I have also never received feedback regarding my CV from a university lecturer, it was usually feedback from friends or family.
A CV is a document that is usually limited to one or two pages at most, that demonstrates an individuals professional and academic background. In most cases it is tailored to a particular job role and demonstrates, on paper, to an employer whether an individual is a good fit for the job. (Dawn rosenberg mckay, 2020).
I felt really confused at the beginning of the lectures, when I was introduced to CV writing at university. 
The lecturer reviewed my CV and provided feedback and corrections.There were several aspects to improve. I also received constant feedback and support from inclass excercises in relation to CV writing. In some cases I required repeated explanation of certain aspects of the CV and this really helped me improve my understanding of CV writing.
It was a valuable experience because I was able to see the difference in standard of my CV before the lectures and after the lectures.
I was initially confused because I was under the impression that it was easier to write a CV, but when the lecturer explained the key points, I realized that I did not have a strong understanding of writing an effective CV.
It was a fulfilling experience to improve my CV and understand the key concepts of CV writing. The constant feedback provided by the lecturer was extremely helpful and this enabled me to learn a lot. The lecturer also provided some advice for the future, some examples of this advice was that in the United Kingdom, pictures of individuals are not generally used in the CV and greater emphasis is put on the individuals ability to perform the job rather than their physical appearance. Another piece of advice provided to us was that our CV needs to be clear and oriented to the industry or job role we are appling to.
I realised from the lectures that that drafting a CV is not straightforward and requires time and dedication. Next time I have to update my CV for a job role, I will devote time to orient my CV to the job role and ensure that my previous work experiences show that I am a good fit for the job role. I will also ask a friend to proof read my CV to ensure that I have not made any spelling or grammatical errors. I will also review the guidance provided to us during the lectures, in order to update my CV. I feel that devoting time to ensuring that your CV is up to a high standard can decide on whether you can secure an interview for a job or not.
[bookmark: _Toc49287919]5. Cover letter 
I will reflect on the topic of cover letter writing using the Gibb’s reflective cycle (1988) 
I learnt about cover letter writing in term 2. This included an explanation of what to include and what not to include in a cover letter.
At the onset, I felt excited and enthusiastic as it was the first time that I was introduced to the concept of cover letter writing. I had never written a cover letter as part of a job application process before. It was a rewarding experience to learn about a topic that was completely new to me and therefore I attempted to listen attentively and make notes in order to not miss any key points discussed by the lecturer.
This was such a great experience for me throughout the learning process from beginngin to end. An aspect of the lecture that I greatly apreciated was that the lecturer proactively did her best to ensure that we all grasped the concept of cover letter writing. Additionally, she involved us in the lecture and always discussed our opinion and understanding of the concept. Due to this the whole class was focussed the entire time of the lecture.
A negative aspect of the learning experience was that it was online and not an inclass lecture. This slighlty demotivated the class from actively interacting with the lecturer.
After I had undertood how to write a cover letter, I began drafting cover letters for any jobs that I was applying to from then on. I also obtained the time of a friend in order to proof read my cover letter and ensure that it showed that I was a good fit for the job role. I realised that an effective cover letter can greatly increase my chances of obtaining a job and make my application stand out. 
[bookmark: _Toc49287920]6. Conclusion
In conclusion, I have demonstrated that reflecting on key topics covered in my lectures and using the skills learnt in these lectures academically and in my personal life has helped me effectively improve these skills.  


[bookmark: _Toc49287921]7.Apendix
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Having an experience in learning about the SWOT analysis 


What? Reflection of my experience of learning about SWOT analysis in class. I will reflect on this topic as I had not covered it academically or in practice before


Purposefully reflecting on selected aspects of that experience: I was excited to apply the SWOT analysis on myself to assess my employability skills 


So what? an analysis of the event: At the beginning I felt unsure and intimidated by the concept but I felt excellent when I fully understood the concept. My colleagues who had used the concept before felt at ease when the concept was explained n class


Discovering what learning arises from the process of reflection: I performed online research on the concept of SWOT analysis. I also practiced using the SWOT analysis on myself to improve my understanding of the concept





Now what? I will keep in mind the key concepts of the SWOT analysis and I will use it proactively academically and personally to ensure I obtain practice in implementing the concept in different situations


Actioning the new learning from that experience: I revisited the SWOT analysis on my employability skills after been more aware of my weaknesses and created an updated version. I learnt that been honest to yourself and constant awareness of strengths and weaknesses are key factors that support an effective SWOT analysis



INITIAL EXPERIENCE


ANALYSIS:
I recognised the value of this skill as my assignments required strong summarising skills


CONCLUSIONS: By reviewing the references provided in lectures in relation to summarising and by practicing summarising excercises I was able to improve my understanding


CONCLUSIONS (SPECIFICS):Learnt about, practiced and improved my summarising skills


PERSONAL ACTIONS: Apply summarising skills to personal life and change my approach to summarising in order to ensure effective summarising


DESCRIPTION: Learnt summarising skills in my lectures


FEELINGS: Uncomfortable in the beginning and then felt confident once I improved my skills


EVALUATION: It was bad that I initially didnt understand the concept taught during the lecture
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PROFILE
+ Enthusiastic and outgoing personality with experience in working collaboratively in various client facing roles
+ Thrives in a development-oriented work environment that encourages improvement in professional skills and growth
within the company structure
PROFESSIONAL EXPERIENCE Looking for inspiration to
Pret A Manger (Europe) Limited London, United Kingdom help craft your CV7
Sales Assistant (Part Time, Dec 2019 — Present
* Served customers professionally while handling the cashier till ensuring all customer requests were successfully satisfied See examples of how people describe
* Nurtured my skills in securing repeat customers, through friendly conversation, remembering historic repeat customer their work experiences on Linkedin
orders and an improved understanding of the product range
People for Service Ibiza, Spain
Senior Lifeguard Apr 2019 — Oct 2019

*  Successfully worked in a team to diligently perform lifeguard duties in various leisure facilities which mainly included five-
star tourist hotels

* Gained exposure to working in situations under pressure through handling guest injuries promptly, with care and
proactively ensuring the safety and satisfaction of guests using the pool

Bodegas Campos (Fine Dining) Ibiza, Spain
Waitress Sep 2018 — Mar 2019
* Provided exceptional, friendly and fast service to customers and always tried to understand and cater to their needs

* Maintained knowledge of current menu items, ingredients and preparation methods to ensure they can be clearly

explained to customers when required
*  Worked collaboratively within a team to successfully perform various restaurant duties ranging from cleaning to preparing

cocktails
*  Successfully trained and mentored new staff members in order to enable them to acclimatize to a fine dining restaurant information to LinkedIn to get suggestios

work environment avEs ",

By getting started, you agree to send your CV
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Links | Comment

Media Comments

University of Michigan
Certificate in Successful Negotiation: essential strategies and skills
* Result: Awarded 95%

University of Pennsylvania, Wharton business school
Certificate in introduction to marketing
* Result: Awarded 92%

University of Pennsylvania, Wharton business school
Certificate in introduction to Accounting
* Result: Awarded 94%

University of Imperial college
Pre-MBA (Business foundation)
* Result: Awarded 80%

University Complutense of Madrid
Basic Trading in Forex
* Result: Awarded 90%

Michigan, United States of America

March 2020-June2020

Pennsylvania, United States of America

March 2020-May 2020

Pennsylvania, United States of America

May 2020-Present

London, United Kingdom
March 2020 -Present

Madrid, Spain
April 2020-June 2020

University Complutense of Madrid
Professional Trading
* Result: Awarded 85%
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June 2020- August 2020
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Looking for inspiration to
help craft your CV?
See examples of how people describe
their work experiences on LinkedIn
Get started
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