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[bookmark: _Toc81213544]Abstract

This report addresses four topics that have been discussed in the Academic writing and Employability Skills module. The author shares his reflection on academic writing, summarising, CV and cover letter writing, which have been included in the curriculum. The reflection is based on the John Driscoll model, the principles of which have been illustrated. The author has chosen these four topics due to his need for improvement in each one of them.  The author reports what has been learned and how the experience of learning improves his personal and professional development. The last chapter of the report comprises recommendations for improvement, including planned actions that the author will do to enhance these skills. 
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[bookmark: _Toc81213545]Introduction

The purpose of this individual report is to illustrate my reflection on four of the topics covered by the Academic and Employability Skills module. I will write about my experiences in academic writing, summarising, CV and cover letter writing. My chosen model of reflection is the John Driscoll one. The report will end with a conclusion and a reference list.


[bookmark: _Toc81213546]Discussion

Among the several models presented in the class activities, I have chosen to use the John Driscoll model of reflection because I believe it fits best into the requirements of the task, my personal preferences and my learning style. There is no right or wrong model because it all depends on the particular case in which it is used and the type of experiences to be addressed. This model targets finding answers to three stem questions (Hill, 2013) – 1. What? 2. So what? 3. Now what? Originally it was designed to improve the nursing practices in the healthcare sector, but because of its simplified structure, it can be used in many other sectors and by people in various levels of work hierarchy and rank. 

By providing answers to the three listed questions, the person is able to break down a particular experience, contemplate on it and draw conclusions from which knowledge and learning are gained. The process starts with stage one, which involves describing the concrete situation, its setting and context. I have to specify what exactly happened, how I reacted to it, who else was involved and whether the experience had a positive or negative effect on me. The second stage of this structured model is to describe how and why I reacted to the situation. I have to share the feelings I had in that moment and the feelings from the same experience now. It is also compulsory to identify any other participants in the described event and their reactions and feelings as well. The last stage of the process is to explain what was learned from the reflection and the positive or negative outcomes associated. The reflection has to share what can be improved if the same incident, even or situation occurs in the future, whether the person involved has to act differently and how whatever went wrong can be rectified in the next occurrence.

[bookmark: _Toc81213547]Topic 1 – Academic writing

My first encounter with academic writing occurred this very first year in university. So far at work, I had to prepare reports and task briefings, but they had to follow certain templates, and the style differed considerably from the academic writing standards we are using now. So I realised that I have no experience in this realm and have to start from scratch. I enjoyed the class in which the topic was discussed. It was professionally structured and explained in detail the most important guidelines students have to follow to master presenting information on a university level. I did understand the core concepts and requirements. However, due to the limitations of the time frames imposed by the curriculum, I had to conduct additional research of my own because of the nature of the topic and the large volume of information associated with it. I used the online sources provided and found additional ones, such as the book of Lillis and Curry (2010) dedicated to the matter. 

In essence, I understood that the core concepts of academic writing are to present a clear focus on a subject and not merely the opinion of the author (Lillis and Curry, 2010). The tone must be formal, and the work must comply with an approved structure and format. Third-person is a must, and first-person is not acceptable. The word choice has to be academic, precise and clear, with no abbreviations or colloquial uses. The resources used have to be legit, approved, trustworthy and fully referenced.

The subject was quite challenging in the beginning because I did not have sufficient experience. I thought I was going to fail because I encountered a lot of information that I had to grasp quickly and start preparing for the required reports and tasks within a limited timeframe. However, I organised my time in the best possible way and prioritised my classes and extra after class activities over anything else. I learned from the particular experience that when we encounter something new, of large scope and with a time constraint, we do not have to fall victim to confusion and panic. Instead, we have to break down the task into smaller pieces that are easier to manage and deal with. Persistence, determination and clever time management plan are the ingredients for success. I am much more confident now, and with each assigned task, my skills and knowledge are improving steadily.
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Summarising is an integral part of the concept of academic writing, which was the first topic of my choice. It is a way of using the work of another author integrated into our own. There are three ways of doing so – quoting, paraphrasing and summarising (Carnerud. and Bäckström, 2021). The purpose of summarising is to present the main focus of information in a succinct way without losing content. The framework of summarising is comprised of five steps:
1. The content has to be skimmed with particular attention to subheadings and main headings to achieve the first impression.
2. The content has to be checked again with a careful read and paying attention to details, main points, and essence. The readers have to ensure that they have understood everything with no guessing.
3. The main ideas have to be systematically arranged and highlighted accordingly via meticulous taking of notes. The notes have to be clear and address the critical information which has to be revised.
4. When the summary is ready to commence, the author has to make sure that the notes have been strictly followed and adhered to, with no additional information, such as comments or remarks that are not present in the original work. 
5. The process ends with proofreading for grammatical and stylistic errors, content checking and listing the sources used for compiling the work. 
Summarising has never been easy for me because, in my professional life, I have been a team leader for a long time and had to explain in detail all aspects of the work to my team. This involved adding extra information and plenty of comments of my own so that I can facilitate them. In my opinion, this topic has to be discussed further in class because it is a major one and involves five-step lengthy stages. I liked how it was presented to the students, but I felt the need for extra exercises and examples. I understood the concept of summarising, and I am committed to allocating extra time in the near future to practice and read more about this subject. It will be helpful for me because I will learn to transmit information using better clarity and hopefully less number of words and time. 




[bookmark: _Toc81213549]Topic 3 – CV writing

According to Doyle (2019), it is critical to keep ones job skills up to date, but it is also so important to exhibit them to the employers in the most appropriate way in the CV. I am extremely grateful that this topic was addressed in class. It helped me build up my CV and transform it to professional standards, increasing my chances to stand out and receive an offer for an interview. The information was discussed in class in detail, and I liked the way it was presented. There was precise guidance on what the most common mistakes are and how to avoid them. Also, several samples of well-written professional CVs were presented. I understood the topic and made a comparison to my existing CV, only to find out that despite the fact that I liked it, I had made too many mistakes, starting from the visual appearance and ending with the content, in which I had added too much unnecessary details. I explored the topic further, reading information from trusted online platforms and job sites, such as CV-Library, Indeed, Reed, Monster. These explained the properties of the successful CV and how to target it. Regarding the formatting and the visual appearance, I found inspirational ideas in the numerous blogs in Pininterest regarding the topic.

Now I am very confident in my CV, and I am grateful that we had this subject in the module because it enhanced our understanding of why the CV is one of the most important employability tools. The class was enjoyable and well-structured.
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The last topic of my choice is writing a cover letter. The cover letter is extremely important and supplements the CV. Its purpose is to provide a personal introduction and convince the employer that the applicant might be the best candidate for the job (Smith, 2021). It aims at highlighting relevant skills and knowledge, which is a must for a particular position. The class was very important for me because I underestimated the importance of the cover letter and have never invested time into writing one. During the class, I realised that I had made a big mistake by not writing a cover letter alongside my CV. Supplying a cover letter when required demonstrates commitment and true interest in the job position applying for. It tells the employer that the applicant actually invested time in exploring the company and job position and explaining why the candidate is the most suitable one.

After my first class on the topic, I spent a considerable amount of time exploring the matter further and wrote a couple of cover letters for future jobs I am interested in. During the next two weeks, I edited these cover letters several times, making them better and better after finding extra information, samples and ideas from the recruitment portals and dedicated literature of approved sources

The class was practical, remarkable and inspiring, and I am grateful for it being included in the module. It is a must for any job seeker because it provides deeper insight into the job-seeking process, and it can determine the success or failure of one’s professional aspirations.  
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I hope that I have achieved the purpose of the task and used the John Driscoll model of reflection appropriately. The assignment was quite challenging and provided me with a better understanding of the usefulness of reflecting on past events and experiences. In this way, I can be more consistent in my learning and understanding matters. I will implement this approach in my work and personal life because it develops my critical thinking and ability to organise things logically and systematically.

[bookmark: _Toc81213552]Recommendations

1. Academic writing – I have planned to allocate three hours each week in reading dedicated literature written by professional researchers so that I can improve my reading skills and get accustomed to academic writing, ultimately improving my writing skills.
2. Summarising – I will visit the university’s online library on regular basis and read excerpts from professional work, such as abstracts and highlights, so that I can get used to the principles of summarising.
3. CV writing – I will seek feedback from my tutors in relation to my CV and try to improve it in the best possible way.
4. Cover letter writing – I will read as much publications on the topic as possible so that I can accumulate skills and knowledge and be prepared for my next job application.
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