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INTRODUCTION
This reflective report will discuss and analyse the topics I have learnt during this module. I will be reflecting on how I have developed and enhanced my employability skills. Reflecting has been incredibly beneficial to me as it has made me look at myself in a critical manner, not only allowing me to realise where improvements are required but also teaching me to appreciate my skills. In order to assist me in my reflective writing, I will be using the Gibbs Model (Toolshero, 2018) of reflection, I found this theory most effective as Gibbs’ model breaks down a person’s experience to properly evaluate and understand it, furthermore, enabling you to get the best learning from an experience. In this report I will be deliberating the following topics; Referencing, Presentations, Time management, CV Writing, Cover letter writing and Reflective writing.

REFERENCING 
This is a topic I found quite difficult. We learnt the Harvard method of referencing in term 1 and I struggled to understand the significant details. I found it tedious to get it correct especially with regards to the grammar aspect of it. Although I have had some practice on the topic now, I still feel there is ample room for improvement. I have found that when writing an essay or report this is the part that puts me off and lowers my confidence. As referencing is the tool used to give the author credit for their work, it is also essential so that we are not accused of unfair practice or plagiarism. Unfortunately, I do not have the feedback for the previous term’s assignment,  and I cannot amend any mistakes that I may have been making. However, I have done some independent research on the topic and I feel going forward I will try and have more confidence in asking questions about the topic. I found that Moodle contains a Harvard Referencing Guide which I have been attempting to use whilst writing this report. This experience has taught me that you cannot simply rely on what is available on the internet. “There is a vast literature on the issues of proper citation. Academic honesty, and the potential pitfalls of plagiarism” (Sankaran, 2017).
Research must be done to check if you have a reliable source and if the information is in fact credible. Although referencing is mainly a tool used in Academia, I feel learning about this topic will actually help in future jobs in terms of carrying out research and cross-referencing reliability. 

PRESENTATIONS
I am a fairly shy and reserved individual; hence I find giving presentations extremely daunting. After speaking with some of my group members, I found that I was not alone in this. Even some of the most confident students had trouble with giving presentations. In class Anita asked us to give a short presentation on our personal lives. I spoke about an important event in my life where I purchased a house with my brother at the age of 18. This experience was difficult for me for 2 reasons; first of all, I am usually reluctant to share details regarding my personal life and secondly, speaking about it as a presentation to everyone put me well out of my comfort zone. In my opinion, virtual learning was a benefit to me at this time as I feel I would have been much more nervous had this been face to face. Anita’s feedback was that I should look into the camera more. What I took from this was that going forward I need to focus on making eye contact with my audience and engaging with them. I do understand that this skill could be necessary for future job prospects and so I need to make a conscious effort on working on my confidence. To improve this skill, I will be practicing how to give a presentation in the mirror and do mock presentations. I could also use some props such as reading cards to prompt my memory, this could be tricky as I need to focus on the engagement of the presentation and avoid relying on the notes. I could also use Power Point, which will serve well as a visual for the audience and can also act as an aid to prompt me. “Its hard to be relaxed and be yourself when you’re nervous. But time and again great presenters say that the most important thing is to connect with your audience and the best way to do that is to let your passion for the subject shine through” (Skills You Need, 2017).

TIME MANAGEMENT 
Time management is a skill I have learnt a lot about during this course. Time management has always been an issue in my life. I have always found difficulty in organisation and prioritising tasks. This course has helped me break down what is important and what it takes to achieve goals. Virtual learning has been a challenge and managing time effectively is the key to get the best results. For example, I now have a set schedule to attend my classes and reserve 2 hours each day to do some independent reading and further research. Doing this with a family of 3 small children in a small space is no easy task. I have had to make a rota where I can prioritise my studies and focus on the other tasks later. Before implementing this structure, I used to do things very differently. I never allocated time to a specific job and I realised that actually I was wasting a lot of time on things which where were less important and thus all the important jobs were building up. My perception on managing my time has changed, this course has enabled me to be much more proactive and have well structured plans prepared beforehand,  achieving more efficient results. “Time management result in increased job performance and satisfaction and fewer job tensions” (Macan, 1994). Time management is absolutely crucial in employment, academia and all other aspects of life. For example, despite the hurdles we are facing in today’s current climate, it is being able to manage my time effectively that has played a major role in getting me where I am now. The stress and anxiety that comes with submitting work on time for me now is better managed. Using Gibbs reflective cycle has also helped me understand the importance of time. By evaluating my experiences, I have come to the conclusion that making an action plan and reflecting on what went wrong previously is the way forward. 
 
CV WRITING 
Anita has taught me how to create a well put together CV. Before this course I was unsure of what things were important to include in CV’s. My CV used to be bland and included the bare minimum details of my education and  experiences. I have learnt now that CV’s should actually be precise, to the point and include relevant information. “Use active words if possible, to present yourself as someone who shows initiative” (Smith, 2019). This exercise also helped me to reflect when I was listing my strongest skills. CV’s should be somewhat tailored to the job you are applying for, so for example, I have had experience in various fields, such as retail, management, office based, chauffeur and culinary art,  and if I am to apply to a restaurant for a chefs position, it would be less meaningful if I listed my experiences focused in management. My action plan for future job prospects is to tailor my CV to the position I will apply for as this could make all difference to whether I will be considered for an interview or not. Evaluating my CV has also put into perspective the skills I need to work, so from time to time I will be checking them to see if I have met the goals, I set for myself. This has been an invaluable lesson and one that will benefit me for the rest of my career. In order to develop my skills as an employee I must first learn what is required of me and what I can do to stand out in a crowd.  

COVER LETTER WRITING
Like a CV, a cover letter must be tailored for the job. I never used to include cover letters with my CV, and I realise that I may have missed ample opportunity due to this. Cover letters differ to CV’s as they are an extension of the CV (Morgan,2017). It is at this stage where you have the chance to really sell yourself and this is where I was falling short. Here, I learnt that I am not to just list my education and skills, but to really elaborate on them including any specific points that might catch their attention. I was very apprehensive about doing this as I felt I am not highly skilled at writing expressively or articulate enough. This was a major barrier for me and held me back from developing. However, I knew this had to be done, so after some discussions with group members and reflecting on my class notes I was able to put together an impressive cover letter. I compared it to some other cover letters I had seen on online forums and groups and made notes on things I could improve on. Ultimately it should include aspects of the job listed and it should represent that you as a candidate have those specific skills required for the position. 
This part of the course challenged my writing skills and drove me to write the best that I could. It pushed me out of my comfort zone, and I felt like I had to strive to sell myself. I found that a well written cover letter has a powerful opening statement and here I had the opportunity to practice writing why I would be suitable for and job and my reasons for applying. It is important to express enthusiasm in the company or business you wish to be a part of, so using positive language might help the employer to notice you. My action plan going forward is to write a tailored cover letter for any future positions ensuring that I include the relevant details. 

REFLECTIVE WRITING 
Reflective  writing is something which I had never practiced before. Similarly, to when I began writing the cover letter, I felt insecure and filled with self-doubt. This module has taught me how effective reflective writing can be, resulting in positive outcomes. Anita taught us various models of reflective writing such as Gibbs’ Reflective Cycle, Schonn’s Reflective Cycle and Kolb’s Cycle of Reflective Practice. 
During these lessons I learnt that writing and thinking reflectively gave me the opportunity to deeply evaluate myself. Analysing where I need to make improvements has enabled me to focus on and give myself specific goals. This has shown the gaps in understanding and tested my analytical skills. My attitude towards university learning has evolved, I see it as a progressive journey and it not only increases my knowledge but allows me to think forward. Documenting my progress has enabled me to see how much I have grown, and this is significant as it breaks down my analysis and shows me what I have learnt from each experience.  By questioning and evaluating, I have been able to think about things critically. Using the Model DIEP (University of Melbourne, 2017)  I have been able to focus more on interpreting the events in my life and how beneficial these experiences have been, ultimately coming to an action plan which will benefit me in the future. 

CONCLUSION
To conclude, the above topics have helped me to develop my employability skills. Reflectively thinking about referencing has taught me how to research effectively and go back and cross check my findings. CV writing and Cover letter writing has opened doors for me in terms of understanding how to sell myself to future employers, something which has greatly prevented me from doing in the past. I now feel more confident in not just writing about myself but also thinking about myself, being honest and actually appreciating and acknowledging the skills which I already possess. My goal is to put these skills to practice and show that I am in fact capable. It is easy to become idle and forget aims, therefore  I intend to continue the practice of reflective writing as I felt this has pushed me to achieving results. I have already seen the difference it made in respect of time management and I endeavour to continue improving.
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