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[bookmark: _Toc57975782]Introduction

Academic and employability skills are defined by Cottrell (2015) as values, desired personal qualities and transferrable skills that enable an individual to perform effectively in an academic and work environment. According to Dowson (2015), these skills are essential for proper functioning in a job, work-readiness, and continuous professional development. This module teaches us how learnt ideas and knowledge of existing professional qualities and skills can be applied in our professional development. Our employability skills can be improved through effective reflection, information collection, analysis, practical application, and self-presentation in professional manner. In this report, the Gibbs’ reflective model (1988) will be described and applied for the academic and employability skills of time management, CV writing and Cover Letter writing, regarding my own experience inside and outside classroom learning. 

[bookmark: _Toc57975783]Reflection Model
[bookmark: _Toc57975784]Gibbs’ Reflection Model
According to Gibbs' Reflective Cycle: Helping People Learn from Experience (2017), Gibbs’ reflection model is a tool invented by Professor Graham Gibbs and published in 1988. The model aims to provide a structure for learning from experiences acquired in everyday life. Rolfe, Freshwater and Jasper (2001) described Gibbs’ reflection model as a cyclic model for reflecting on practical experiences which can be applied for continuous professional development. Using the tool, experiences gathered in practice can be evaluated for their usefulness and weaknesses, and thus identify needs for improvement. The cyclic reflection model has the following six stages:   
· Description: During this stage of reflection, the whole experience is presented in detail without any conclusion being reached as a means of collecting data on practical parts of the experience.
· Feelings: This is another data meeting stage in the reflection process as the subject’s thoughts and feelings at the moment of experiencing the incidents are collected in similar manner.
· Evaluation: As Gibbs' Reflective Cycle: Helping People Learn From Experience (2017) maintains, at this stage, the experience and its outcome are to be looked at objectively to find its positive and negative impacts on the overall situation.
[image: GIBBS REFLECTION CYCLE]
Figure: Gibbs’ Reflection model (Gibbs, 1988)
· Analysis: Building on the information gathered until this stage, the whole situation and all the related information are made sense of for their relevant meaning in the entire situation as effects of the experience.
· Conclusion: After overall analysis of the experience, it is discussed what has been learnt from the general experience, and what areas or practices could be changed for better effectiveness.
· Action plan: The possible areas of improvement of the practices of the practitioner for future effectiveness with similar situations are decided in this last stage of reflection. Also, Thompson and Pascal (2012, pp 311-325) described that plans for taking actions for these improvements are also part of this stage. 

[bookmark: _Toc57975785]Academic & Employability Skills

In following sub-sections, the Gibbs’ cycle of reflection is used to evaluate each of the three skills of mine learnt from the module:

[bookmark: _Toc57975786]Time Management

The class introduced ways to manage time using various methods and tools such as the Eisenhower matrix. Morgan (2017) defines the matrix as an effective tool for professionals to manage time, but I have learnt that this can also be applied in situations outside the work environment. A SWOT analysis example was given, and its usage was explained during the course, which was later applied to our own experiences and academic and employability skills and presented as task 1. 
After going through the class lecture and applying the Eisenhower matrix in my daily time management, I understood the efficacy and advantages of the tool and the importance of using proven instruments to improve skills. Although Levin (2007) advised on focusing on only important/not urgent issues for better effectiveness as a professional, I find the tool also useful for completing important/urgent tasks, which are also essential for productivity. I found the Eisenhower matrix useful when planning both my workplace tasks, as well as my daily and academic schedule.
From this module, I have learnt that the time management skill instrument Eisenhower matrix is highly beneficial. Also, doing a SWOT analysis of my skills allowed me to reflect on myself and identify new strengths and weaknesses that I did not realise before. All this helped me create an effective and realistic plan of my goals using the SMART tool. Using the tools introduced in the module, showed me that my effectiveness needs improving, and effective time management is essential to do that. While dividing the task in the matrix, I realised that I sometime spend too much time on non-required tasks and sometimes struggle to complete my task list in the time given.
As Davidson (2002) claimed managing time efficiently is an important skill to have as it plays an important role for allowing time for skills development and professional development. Also, Morgan (2017) warns to save time as a scarce resource, which led me to focus more on structuring my time management process for better efficiency. Therefore, while I already knew about the Eisenhower matrix and SWOT from the resources and from own workplace, the module allowed me to practice them in real life situations. I also found that my regular time management process for creating weekly schedule of tasks is relatively effective already and needs only slight improvement, applying the tools and methods learnt in class to finish my planned tasks in the planned time.
Reflecting on my time management skills, I have been able to understand the various tools and ways to manage time efficiently outside of my usual methods such as a simple to-do list. I am becoming more comfortable using the Eisenhower framework for time management in my everyday life to differentiate among tasks as either urgent/not urgent or important/not important, helping me plan more effectively.
I have realised that I need to prioritise my tasks to save myself from wasting too much time on urgent but not important matters and spend more time on the most important issues, thus boosting my productivity. I also need to learn to delegate the appropriate tasks to my co-workers, instead of doing them myself. Furthermore, I will focus more on assigning tasks specific, measurable, and achievable time-limits for achieving my SMART goals.

[bookmark: _Toc57975787]CV Writing

In class, we learnt how to write informative CVs in the relevant format and size. According to the information found on CVs and cover letters at Prospects.ac.uk (2020), a CV is defined as a documentation of qualifications, skills and work experiences designed to attract recruiters/employers when selecting candidates for further formal processing through hiring activities. We learnt that a clearly written, informative CV serves as the best evidence of our abilities to the recruiter and increases our chances of getting the job applied for. We were also shown examples of different CV formats. One of the tasks for this course included constructing a CV using the ‘prospects.ac.uk’ website as professional reliable advices were available there and keeping it up to date. My CV was reconstructed and improved using the newly learnt guidelines learnt in the course and is attached as Appendix 1 in this report. 
Although Cottrell (2015) suggested an in-detail CV to be created and provided during all kinds of job application, I have learnt that CVs describing our knowledge, attributes and skills, and create a personal brand for us in front of employers. The course also showed us that a successful CV also needs to be relevant to job description. As I was reading through different CV examples, I felt the necessity to present information in this manner to make sure my CV is noticed and understood by the recruiter. 
In this module, I recognised that I never included an essential component of CV as a personal statement, which is constructed by summarising my qualifications and what makes me suitable for the job in a short text. I need to adjust this summary for each specific job I apply for. I also learnt that there are different types of CVs, which are suitable for different job areas. For example, on the website Prospects.ac.uk they provide different CV formats for academic, IT and teaching jobs. As I would like to work a creative job, requiring a lot of relevant skills, I learnt that a skill-based CV highlighting my skills above all is most suitable. 
From the class as well as from applying the new knowledge, I learnt the importance creating a proper CV and the different ways of doing that. Cottrell (2015) described CV as a summary of a candidate’s qualifications that helps the employer/ recruiter to choose during the hiring process. I realised the need to present my own personal brand using my CV. I also learnt how to create CV, including all the important parts which were presented in class, and following relevant examples from reliable resources. 
This module helped me learn the correct CV writing methods as well as ways to make it easy to understand and update. It also needs to be relevant to the desired job and to the person’s own skills and achievements.
From this reflection of my CV writing skills, I have created the following action plan:
· I must tailor my CV to the intended audience each time I submit any job application in my professional career. Hence, I need to have a detailed CV on hand, that shows my qualifications and accomplishments, which I can then adjust for the desired job by discarding or adding any information. For instance, I may shorten my CV only including specific courses, skills and experiences when applying for a certain position for which only these are relevant.
· I also need to keep my CV up to date so that I can keep track on my skills and knowledge gained in the meantime, which is essential when applying for a job but can also help me follow my personal development plan.

[bookmark: _Toc57975788]Cover Letter Writing 

During the module it was also discussed why and how to write cover letters for job applications. The difference between CV and cover letter was also highlighted and various components of a cover letter were discussed. For example, Dowson (2015) suggests that a cover letter is the first impression of a job applicant makes, while CV shows the personal qualities tested over time. Templates and examples of cover letters for varying jobs were shown. The website ‘prospects.ac.uk’ was suggested as a good source for information on how to write cover letters. One of our tasks during the course is to write a cover letter matching our desired job.
The course taught me that cover letters can act as the muscle, while the CV is the skeleton of a job application. The cover letter is what presents an applicant first and then the CV shows their value to the recruiter. According to Morgan (2017), a cover letter acts as an introduction of a job candidate to the future employer. According to Dowson (2015) a well-crafted cover letter is a way for candidates to stand out from the crowd which I believe to be true as well from own work experience.
I feel that with this knowledge gained during the module, in the future, I will be very precise and detailed when making both my cover letter and CV, to increase my chances to be hired.
My knowledge about cover letter writing developed, as I was not only provided the information, but also applied it to write a cover letter for my desired future job. I have gained confidence in developing a cover letter and believe I can successfully write one for different job opportunities in the future. Prospects.ac.uk (2020) suggests that the cover letter should include various components, but limited to one page, and to be tailored in the context of the job, showing interest and suitability for the position. 
The importance and essentials for writing a cover letter were discussed in this module during class lectures and practiced through activities. Although Morgan (2017) described cover letters as simple information about the candidate, during this module I learnt that they are also a form of business writing. I was able to learn the components of a successful cover letter such as addressing technique, language of a formal letter, facts to present to create a positive brand in front of the recruiter, as well as explaining why I am suitable for the job.
I have learnt to write precise and suitable cover letters for future job opportunities, showcasing my own appeal as a job candidate, increasing the probability of me being considered for the job.
I believe that I will need to improve how I present information in the cover letter to attract attention towards my strengths that proves my suitability to the audience/recruiter. 
[bookmark: _Toc57975789]
Conclusion 

In this academic report, I reflected on what I learnt in this module of academic and employability skills. The Gibbs’ reflective cycle was described as the model for reflection and then applied for three distinctive academic and employability skills – time management, CV writing and cover letter writing. Within the reflective discussion, I described my in-class and out-of-class learning from the module and its practical application to my own situation. I also compared my academic learning from the classroom and literature with practical experience outside of class. Finally, in-class activities and feedbacks were presented as evidence of this learning.
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Elena Ruseva
C O N T A C T
07719937216
elliruseva@gmail.com
London, UK
E D U C A T I O N
· Certificate of Higher Education Skills for the Workplace (H&SC)
Level 4
University of Wales Trinity Saint David 2020-now
· NVQ Level 2 Health and Social Care
CALAT, Croydon Council (London, UK)
2016–2017
· Care Certificate 
Skills for care 
2016
· Economics and Management
Master’s Degree
University of National and World Economy (Sofia, Bulgaria)
1980-1984
L A N G U A G E S
· Bulgarian (Native)
· English (Upper Intermediate)
· Russian (Upper Intermediate)

C O U R S E S
· The Science of Wellbeing – Yale University certificate
· Art & Activity: Interactive Strategies for Engaging with Art – MOMA
· First Aid – Elysium Healthcare
· Conflict Resolution Management – Elysium Healthcare

S O F T W A R E
· Microsoft Office
· Quinyx
· Riteq

P R O F I L E
I am an enthusiastic, educated professional. Having worked with people from different backgrounds and disabilities, I have gathered valuable experience which I believe can contribute greatly when working on community arts projects. I have always had passion for arts and crafts, and have had the opportunity to put it in practice at my jobs, organising events, creative projects and arts and crafts workshops. In addition, I have gathered theoretical knowledge on arts by participating in a range of courses.
S K I L L S
CREATIVITY
· Participation in art courses, including MOMA’a Interactive Strategies for Engaging with Art
· Design of numerous charity events for Elysium Care Partnership, such as Spectrum I /afternoon tea art exhibition/, Spectrum II – the Earth is Speaking /a nature celebration day/, A Christmas Carol /Nativity play and German style Christmas market/ etc.
· Conducting arts and crafts workshops with clients at 78 Park Road weekly.
· Creation and publishing of an in-house magazine – 78-on-the-road, which includes 78 activities ideas tailored to keep the quality of life of the residents during COVID-19.

ORGANISATION & BUSINESS KNOWLEDGE
· Coordinating IPC, CQC requirements, KLOEs, generating accurate records.
· Ensuring the following of the relevant legislative framework of the Service.
· Managing staff induction and in-house training, the shared learning program.
· Auditing care plans, risk assessments, residents’ working folders, all working documents.

PROJECT MANAGEMENT SKILLS
· Organising and coordinating the activities, events, holidays at the house
· Managing project finances
· Well-being champion – ensuring the staff’s wellbeing

INTERPERSONAL SKILLS 
· Patience
· Empathy
· Positive approach

FLEXIBILITY
· Transfer skills between settings effectively
· Reactive and fast-thinking in unpredictable circumstances





















	P R O F E S S I O N A L   E X P E R I E N C E


	Operative Team Leader (full-time)
Elysium Healthcare – 78 Park Road | London, UK | May, 2020 - Now
	Healthcare Assistant Level 2 (full-time)
RHN | London, UK | Mar, 2018 – May, 2020
	Personal Care Assistant (live-in)
Private | Greys, UK | Mar, 2015 - Feb, 2016

	Healthcare Assistant Level 2 (bank)
RHN | London, UK | May, 2020 - Now
	Support Worker (full-time)
Elysium Healthcare | London, UK | Apr, 2017 – Mar, 2018
	Personal Care Assistant (live-in)
Private | Bad Dueben, Germany | Jan, 2010 - Jan, 2015

	Administrator (part-time)
Elysium Healthcare | London, UK | Mar, 2018 – May, 2020
	Support Worker (full-time)
Heathcote Group | London, UK | Mar, 2016 – Apr, 2017
	Office Manager
FOROS | Dobrich, Bulgaria | Dec, 2005 - Jun, 2009
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Dear Sir/Madam,

My name is Elena Ruseva. While browsing the job opportunities on your website, I came across your advertisement for a Community Arts Worker. I believe that my skills and education are suitable for the job and with this letter, I would like to submit my application. If successful, I would be able to start in March.

I developed an interest for arts and crafts at a very young age. It remained a hobby until I started working at Elysium Healthcare’s 78 Park Road – a care home for young adults with learning difficulties, where I was given the opportunity to develop and manage arts and crafts projects, apart from my usual duties as a Support Worker and later – Team Manager. I have organized multiple events for the house over the years, including an afternoon tea art exhibition, a nature celebration day and a German style Christmas market. All of the events were planed some time in advance and included arts and crafts created by our clients during the workshops I made for them. The art techniques I taught them include acrylic painting technique, mosaic art technique, glue art technique, melted crayons techniques, silk painting technique and many more. I have gained additional art knowledge by attending courses, including MOMA’s “Art & Activity: Interactive Strategies for Engaging with Art”.

I am highly organized and also have great experience with keeping documentation, managing finances and organising the workload. Furthermore, over the past years I have gathered valuable experience working with adults with disabilities and learning difficulties, which considering your projects I believe will be of great advantage. I am empathetic and focused, and I work effectively and calmly under pressure.

I believe that my profile is suitable for the position of Community Arts Worker. I am eager to develop my artistic skills further and hope to bring in new ideas to your projects. If my application is successful, you will gain a dedicated and loyal employee. I am attaching my CV to this application where you can see additional information about me. Please let me know if you need other documents or information.




Best regards,
Elena Ruseva
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