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 This report reflects what I have learn during the second term at the University in this module, how it boosts my knowledge and the way it changed my perspective about how to write a proper curriculum vitae, cover letter and how to deliver a better presentation. Also reflecting writing is not something I am very good at, but the benefit of writing a reflection is that I will get better at the end of it, furthermore it helps me see my evolution, how I used to thing and if it changed something during the process , what is the result, I will find out these by using the Kolb’s  reflective model.
Reflection intensifies the learning process. The process of thinking is one that helps us to consider what we have learned, why we have learned it, and how this particular rise in learning has taken place. Reflection is widely regarded as a valuable transferable ability and is highly valued by society, both in the workplace and in life in general (Klimova, 2014).
Reflection is described as a process by which we consider and analyses ourselves, our viewpoints, qualities, experiences and behavior. This allows us to gain insight and see how to continue (GALLAGHER, 2013). Kolb’s reflective model is a continuous learning process of four main activities: practical experience, reflective evaluation, abstract conceptualization and active experimentation (McLeod, 2017). Therefore, Kolb’s reflection model is about our experiences, reflecting on the experience, concluding and putting in practice what we have learned.
[bookmark: _Toc28378876]Curriculum vitae

CV is a document that seeks to persuade a company that you, your skills, your              professional experience and your abilities make it worthwhile for them to give you either work experience or the opportunity to move forward in a defined selection process (Morgan,2017).The way I used to write a CV is different than now, I believed that  a CV is all about me, my experience, my qualifications and my skills, what I am good at and that I can write one CV and used it for each job I apply, then our lecturer show us the right method  on how to write a proper CV. According to Morgan (2017) people think that a Curriculum vitae is a list of everything you have ever done  and that it can be used for any work you apply, it shows that I am not the only person that thought the same about the CV writing and  its purpose.
I have learned from our lecturer that a CV will convey a significant first impression to the potential employer when applying for a new position. The first step we must take when applying for a job is to complete an appealing Curriculum Vitae to make the recruiter feel interested .The employer may face hundreds of applications for one position and I want mine to go straight into the stack to be interviewed, not the one destinated for waste paper. An employer who goes through a stack of resumes will spend just over 20 to 30 seconds for each one, so it is essential to present yourself as effectively as possible (Hybels and Weaver, 2004). Therefore, the successful method on how to compose a CV that will get me an interview with the employer, get me the job that I want, the job that I dreamed of, the CV that makes the employer say ” I want to work with this person!”, is to write a CV in the employer perspective.
The important elements of a CV are contact details, personal profile, work experience, qualifications and skills, however the tips  to grab the reader attention is  to be unique, choose your words wisely , be concise ,show that your education, abilities and  experience are a match with the position you applied, also highlighting   the achievements but with results of your hard work,  all of this information should demonstrate to your employer that you are someone they need, somebody they want to know and want to work with. People can spend hours, days or weeks writing a CV, but that does not guarantee that all the hard work will result in a CV that meets the needs of the employers. A strong resume not only highlights your work; it meets recruiters and hiring managers expectations, clearly demonstrates that you are a perfect fit for the role and, above all, is easy to read and understand (Burry, 2019). The employer wants to know how you can help the company, how will you contribute to its success, what differentiate you from other candidates. A curriculum vitae is your own advertising. There is no ideal or standardized way to write a curriculum vitae, but it will be remarkable if its written good (Morgan, 2017).
[bookmark: _Toc28378877] I have rewritten my CV and because of all this essential information I gained about how to write an outstanding CV my chances of getting a job have significantly increased, also I have improved on how to compose a cover letter as well, as in most cases, when submitting a CV, a cover letter is expected.

[bookmark: _Toc28378878]Cover letter

The cover letter is defined as a business letter that introduces an accompanying Resume to an employer (Morgan, 2019). I have written a cover letter just once in my life about five or six years ago and I did not know how important it is. A cover letter will differentiate between getting a job interview or dismissing your resume, so it makes sense to spend the time and effort needed to write good cover letters (Doyle, 2019).
[bookmark: _GoBack] The cover letter summaries why we are suitable for the job we apply, it introduces us to the employer, so it is an important piece of paper. The right way of starting the cover letter is by suggesting that you are interested in a particular role. In the next or two paragraphs, underline why you qualify for this position by referring specifically to the skills and qualifications required in the job posting. Finish the letter by expressing your desire to further discuss your skills during an interview (Maund, Schriek and Tinkler, 2017). Proving individuality, proving you have not only copied the "Web Developer" sample cover letter, wins big points with managers. Showing individuality with real examples makes you even more unique ( Neville, 2010).In addition to all these basic steps, our professor discusses that we should bear in mind that the cover letter always deals with what the employer or the reader wants to hear, for example, if I understand the job duties, if I know what the employer is looking for in a candidate and how I can support them. Anyone who has had to burrow in hundreds of cover letters gets annoyed when people apply for jobs for which they are not even actually qualified. Of instance, managers often seek any possible skill that no person has. Until submitting, make sure you have at least the majority of skills (Neville, 2010). A good cover letter will increase the chances of being invited to an interview.
The cover letter exercise we had in class  was a good  practice for me, I did not expect to receive a good feedback from the  tutor, I felt I did not performed really well because  one hour is not enough to write a proper cover letter, when writing a cover letter the steps to follow that our lecturer teaches us require more time, also we needed to use our imagination about the job and company. When I received the feedback, I was impressed to hear that the lecturer felt that my cover letter sound confident. Now I am optimistic I can write an excellent cover letter that will attract the employer interest and will want to call me for an interview.

[bookmark: _Toc28378879]Presentation

The oral delivery of information in order to accomplish a specific goal is defined as a presentation (Morgan, 2017). Sooner or later most people required to give a presentation, this can happen at work, or university, either way not everyone feel comfortable speaking in public, and I am definitely one of the people that is not good at giving presentation. In many professions, the ability to deliver a presentation is a skill required (Cottrell, 2008).  
I have never felt confident about delivering a presentation, I get nervous, forget what I supposed to say, my fear is that I might sound stupid or I will be boring the audience, also I do not like people staring at me. Before giving a speech, I practice several times in front of a mirror, I sound confident and I am proud of myself, but it is not the same performance when I actually need to deliver the presentation in front of others.
This beautiful words that my lecturer said , got stuck in my mind “A good presentation is interesting, but an outstanding presentation inspire people and change the way they think “.I have learned that a presentation  should attract the audience attention, their interest and intention, managing to capture all of this I will deliver a remarkable presentation. In business, the ability to deliver a good presentation is seen as a basic competence, without interaction it is difficult to lead, and presentation is a normal part of business and job skill (Morgan, 2017).
Conversation and delivery skills are independent of each other. We need presentation skills to be successful in conversation. Presentation skills help you interact with your client, manager, team members, students and teachers more efficiently and professionally (Sharma, 2018).
We had  three presentation to deliver this term , two for this Moodle and one for another Moodle, I learned a lot from our lecture and also  seeing other people methods of delivering a message to the audience, I feel I have improved my presentation skill, the feedback I have received from the lecturer made me feel more confident. However, I also see room for improvement and maybe with more practice I am not going to feel too anxious when speaking, I know I am going to get much better, more relaxed after performing several times.

[bookmark: _Toc28378880]Conclusion

The way our lecturer teaches is interesting and I have learn a lot this semester, things that are very useful and important in life and society , I am very grateful and I appreciate everything see shared with us , she helped us see things different, to see the problems from different angles, not just from our point of view, from employers and managers  viewpoint. Creating a strong curriculum vitae, writing a good cover letter and deliver a remarkable presentation shows my job skills well to potential employer. The experience I have acquired makes me feel more comfortable, I have strengthened my employability skills and I can also see a substantial change from the first term, and I am excited to see what the next term can bring.
[bookmark: _Toc28378881]
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returned to you at the next session. You will need to include a scanned copy of this exercise in the

form of an appendix together with you Task 1 (part of the Assignment for this module).

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.
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Mini-presentation Feedback Form

Date: /9/12/ 1%

Student presenting: Dan,ela
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The presenter delivered the material in a clear and structured manner
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The presenter was knowledgeable about the topic and any related issues

Cleas larfusfé i

“The presenter maintained my interest during the entire presentation

A 6t of and. participari™”

The presenter was enthusiastic about the topic
The presenter was well organised and prepared
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