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Academic and Employability skills


Introduction
Reflection can be described as a system to analyse critically the actions of a person (Stonehouse, 2019). The purpose of reflection is therefore to look back and figure out what was contributing and what was not. With the help of reflection, a person, therefore, measures the effectiveness of the work. Reflection can also be defined as a continuous experimentation system that aims to abridge the theoretical and practical pieces of knowledge (Steele, 2014). As reflection aims at finding flaws in the system and improve the experience therefore reflection should be systematic. Therefore, many models have been developed but Gibb’s reflective cycle is the most used. In this report, I will describe Summarising, Referencing, CV writing, and Cover letter using the aforesaid cycle. 
Description
From this module, I have learned how to systematically make a summary. Before learning from this module, I used to take a look at the paragraph and articulate the main idea of the paragraph. However, this module has taught me to take notes of the core concept of the article and then need to incorporate all the ideas in my notes into my work. I have also learned the importance of taking notes to prepare the summary because without taking notes I may miss some idea from the original text and therefore will fail to deliver the actual context of the actual writing. I have also learned about the significance of referencing in writing. Collins, (2020) suggests that while writing, a writer may claim something that needs to be backed by pieces of evidence, and referencing does that part. I have also apprehended that proper referencing elevates the credibility of the report. I have also figured out that backing my writing with information from the published source will also improve the presentation of the writing. Miller, et al., (2013) explicated that presentation is an important employability skill to have because in a professional career an individual may need to express ideas to solve any problem with the people, he/she will be working with and that is why presentation plays a crucial role. From this module, I have also learned about the significance of CV writing and Cover writing. I have realized that CV represents the skills and attitude of me to the potential employer and the Cover letter describes why I am interested in the job and how I can help my potential employer with my knowledge and experience. From this module, I have learned that a CV should be brief but informative. Hime, (2013) opined that recruiters are usually inundated with the piles of CV and that is why to spend a very little amount of time looking at each CV and Cover letter. 
Feeling
From the class, I have learned important tricks regarding Summarising. In the past, I always overlooked the length of summary because I never paid attention to the length of the actual writing. From this module, I have come to know that a standard summary should have a length that is one-third of the length of the actual writing. I, therefore, have realized the importance of jotting down the ideas from the actual writing in a notebook so that I do not miss any idea or I do not drift away from the main idea in the actual writing. 
In the past I have used referencing may times but never actually realized the significance of referencing because I thought any claim needs to be logically presented to improve the credibility of the report. But now I have realized that the reader may feel the need to read the entire writing that I have drawn a source from. That is why it is important to include proper referencing in the report. Proper referencing therefore not only backs the claim I make in the report but also allows the reader to look into the actual source for further reading. 
Sood, (2018) opined that it is a misconception that only products and services can be branded but an individual can do branding for himself or herself and CV does the branding in this context. Therefore, I have realized that I need to grasp the attention of the potential recruiter within a short amount of time and in order to do so, I need to prepare a CV that aligns me with the job description. Also stated that each CV needs to start with a personal statement where the candidate needs to describe how he/she can provide value to the company. 
When it comes to catching the attention of the recruiter Cover letter also plays an important role because I have learned that while CV is more about personal branding, the Cover letter is more about how my previous experience can be used in the potential work setting. I have also learned about the etiquette that I need to maintain while writing a cover letter.
Evaluation
Before taking this course, I honestly never used any system for summarising. Because of this module, I have learned about the general guidelines that I can use for summarising. Therefore, I have realized that I need to spend some time taking notes, extracting ideas, and then using the idea to develop the flow in the writing. The importance of taking notes is now clear to me as I have apprehended that there is a possibility to disrupt the context of the actual writing if I miss any important idea. 
The workshop on referencing also helped a lot in improving my referencing skill. I have learned how to do citations from different sources. While learning about the referencing I also came to know that there are other forms of referencing such as AMA, APA, etc. and it is appropriate to follow only one referencing style throughout the writing.  
I have also realized the importance of a brief CV because the job market is becoming more and more competitive day by day and that is why potential recruiters spend a little time assessing each CV. Therefore, I need to prepare a CV where the relevant skills and attributes should be at the beginning of the CV. I have realized that by doing so, I can make my CV stand out. 
For Cover letter writing, I have learned that I can use the Cover letter to provide feedback to potential recruiters. For example, I can mention the source where I have come across the job circular. By doing so I can prove to the potential recruiter that I pay attention to the detail.  However, I always get confused when the recruiters ask for a cover letter but do not mention whom should I write to. From the module, I have realized that under such circumstances I can use “Dear Hiring Manager” for addressing purpose. 
Analysis
From this module, I have learned that for summarising I need to extract the main idea that the actual writing is trying to get across. I have also learned that before starting to write a summary, I need to accumulate the core information from the actual writing and that I can do by taking notes from the writing. I have also apprehended that I need to focus on both the context. Collins, (2020) opined that taking notes before summarising is important because the missing important information may attenuate the context of the writing. I have also realized that good missive not only focuses on the context but also the syntax grammar and spelling. 
The workshop on referencing also helped me a lot to add citations in my writing. Because of the workshop, I got the opportunity to come across numerous sources of information and learn how to do proper citations. Paterson-Morgan, (2020) explicated that citation in any writing is important because the readers may feel reading the actual source to gather more information and referencing allows the opportunity to prove that the writing is valid, relevant, and trustworthy. 
In the past for CV writing I used to put information in a reverse order meaning I used to start from the past academic and experience and gradually progress to the present situation. From this module, I have learned that I need to articulate from the latest information and gradually build on that. I have also learned that customizing personal statement for each job application improves my chance of being shortlisted. Hendrawan, et al., (2019) opined that may qualified candidates miss out on the opportunity of being shortlisted because they do not put words from the job circular in their CV. 
For cover letter writing I knew that I need to describe how my educational and professional experience can help the organization reach its goal. I actually did not use any systematic method to describe why I am the right fit. I came across the STAR method because of this module that will help me aligning my attributes and educational qualification with the demand of the recruiter. 
Conclusion
I have realized that during Cover letter writing I need to provide evidence that I am the right fit for the organization. I have learned that I can do so by slightly describing my current or previous job responsibilities. I have comprehended that by establishing a relationship between my current experience with the to be experience will make me stand out. 
Honestly, before learning from this module, I used to write a CV in a descriptive manner. That is why sometimes my CV used to cross two pages. From this module, I have learned that I need to use bullet points and keywords to make my CV informative and yet brief. I have also learned that I can pick some keywords from the job circular and use them in writing the personal statement in CV writing. 
From this module, I have learned that summarising will elevate my academic skills. However, I believe summarising will also aid me in my professional endeavors because I may be asked to write reports that will incorporate information on the reports prepared by my colleagues or subordinates. I believe under such situations, my learning from this module will help me to a large extent. As I am going to be a professional in the health and social care industry, I may also need to conduct research and then prepare reports based on the findings from the research. I believe even in such situations the learning from this module will aid to a great extent.  I also believe that even in such a situation the referencing skills also help because I will be drawing information from different writing. Therefore, by proper referencing, I can guide the reader to the actual source of information if the reader is interested in further reading. 
Action Plan
For improving my efficiency in summarising, I am planning to read newspaper articles and then I will try to summarise the article. I will also use a logbook to record the information that I collected from the article so that I can use them for future reference. 
To have more improved referencing skills, my plan is to wander in different websites, blogs to find different articles. I will then look into the referencing portion in those articles and try to detect which type of referencing the article has used. 
To improve my CV writing skills, my plan is to study the Job circular properly to find out the important keywords that I can put into my CV. I believe by doing so I will be able to elevate my likelihood of being shortlisted. 
To get the attention of the recruiter from now on I will use the cover letter to not only portray myself as the right fit but also deliver feedback to the recruiter. At the end of the cover letter, I am planning to write something that will prove me as a confident person who is expecting a call for being interviewed. I am also planning to use my cover letter as a scope to express my enthusiasm for the company and what it does. In order to do so, I am planning to conduct some research on the company before start writing the Cover letter.  
Conclusion
Throughout this report, I have used Gibb’s reflective cycle to portray my experience from this module. In each phase of the cycle, I have provided my relevant experience and learning. I have also mentioned some events where I have participated to improve one of my aforesaid skills. I have also articulated what I can do in my future attempts in those areas to make me a stand out individual. 
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