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1. Introduction 
This is a report in which I will reflect on what I have covered in the module “Academic and 
Employability Skills”, what I have learnt from it, and my feelings on the subject using Gibbs’ 
“Reflective Cycle” (1988). I plan to look back at what I have learnt, and how I felt while studying 
some of the topics we have covered in the last two terms. 

2. CV Writing 
A CV (curriculum vitae) is a document in which someone would write their details, including basic 
information, education, and previous work experiences. (What Is a CV? Curriculum Vitae Definition 
and Examples, 2020) 
 

2.1 Description 
We began covering these topics by looking at what a CV is, and how to write one. We are tasked 
with writing lists, relevant to ourselves, showing our Knowledge, Skills, Attributes, and “other things” 
(hobbies, education, etc.). This was then used to write our own personal statement, which is a small, 
less detailed version of a cover letter. After we had completed this task, we were shown an example 
of a CV template for an Office Manager and asked what its positive and negative aspects were. 
 

2.2 Feelings 
I thought I would be enjoying this module more in Term 2 as, from what I understood, we were 
going to investigate Employability skills more in-depth. Sadly, the first lesson did not interest me as 
we focused on how to write a CV and cover letter. This is something I already knew how to do, so I 
was skeptical going in. I later realised that it was still helpful, as it allowed me to focus on my own 
personal skills. 

 

2.3 Evaluation 
While I found the lesson disappointing, the way that the lesson was delivered was good. The lecturer 
made the topic engaging for most and presented the information in a clear and concise manner. He 
also dealt well with questions and seemed knowledgeable on the subject. The PowerPoint 
presentation was also very clear and contained a good amount of information. It covered all aspects 
of CV writing which I am sure would be very helpful to someone new to the idea. All the information 
provided is also backed up by the National Careers Service, which is run by the government to give 
advice on finding employment, showing that it is clearly relevant. 
 

2.3.1 Evaluation of the experience 
The individual tasks set during the lesson were actually very helpful, even for someone who has 
experience writing CVs, as they made you think about your own personal skills, and what you should 
focus on. Writing the personal statement was useful for those who struggle when writing about 
themselves. 
 
 



2.4 Analysis 
Even though I did not personally find the lesson or topic particularly interesting, I believe that many 
in my class found it very useful. Many most likely did not know how to write a CV, so this was very 
much something that would help them. Looking back now, I feel that maybe I should have taken 
more of an interest in the topic, as while I have written CVs many times before, it is always possible 
to learn more, and perhaps it could have helped me to perfect my own CV in the future.  
 

2.5 Conclusion (general)  
From the analysis of the lesson, I can conclude that having time spent learning about how to 
correctly write a CV is a valuable use of time. While I did not necessarily find as useful as some, 
clearly there were many who did, showing that they perhaps did not know how to formulate a CV 
adequately, and considering it is an invaluable skill, it is clear that it was important to do. 
 

2.5.1 Conclusion (specific) 
I concluded from this lesson that I had a strong understanding of how to write a CV, but that there 
were a few areas I could improve, which I will outline below. 
 

2.6 Personal action plan 
I went into this lesson with reservations, as I did not believe I had anything to learn. I found however 
that by focusing on my personal skills, rather than solely on my work experience and education, I 
could better formulate a personal statement, which is a key area of a CV. Going forward, I shall 
endeavor to better understand what I can and cannot include, and also what is relevant to include in 
a CV. 
 

3. Paraphrasing  
Paraphrasing is writing or communicating someone else ideas in your own words. It allows you to 
both refer to work and to express a point or opinion without running the risk of plagiarism. (Cottrell, 
The Study Skills Handbook, 2008) 
 

3.1 Description 
Our lesson on paraphrasing began by going over what paraphrasing is, and why it is an important 
academic skill. We were also shown examples of how someone can use paraphrasing to avoid 
plagiarism.  Once we had a basic understanding of the topic, we were given sentences and asked to 
paraphrase them based on what we had learnt. 
 

3.2 Feelings 
This was a topic which I was very much looking forward to, as the ability to write in my own words 
has always been something that I have struggled with. I felt as though this would be a very useful 
skill for me to learn both for my university work, and in future life, should I be required to do 
research for work.  
 
I found the lesson to be both interesting and informative. We were given a good explanation as to 
what paraphrasing was, and how it can and should be used, as well as why it is important in 
academic writing. The tasks set to complete our own paraphrasing were very helpful in furthering 
my understanding of the subject, as well as improving my own capabilities. I thoroughly enjoyed 
completing these tasks as I really felt that I was learning something valuable. 
 



3.3 Evaluation 
The lesson was very well presented, and the lecturer clearly knew what he was talking about, which 
always makes a lesson more enjoyable. We were given clear and concise information, and it was 
easy to follow what was being said.  
 

3.3.1 Evaluation of the experience 
The tasks set were invaluable as they gave us a good opportunity to practice outside of an official 
essay or report and were a good practical indication of what is required to adequately paraphrase 
without risking potential plagiarism.  
 

3.4 Analysis 
I could tell that many of my classmates found covering the topic particularly helpful, as I believe 
many of them had not thought about needing to paraphrase before.  
 
The best way to avoid copying/plagiarism is to read a passage, then cover it up with a piece of paper 
and trying to summarize what it said in your own words. Once you can summarize, you can write the 
point you are trying to get across without directly copying what was written. (Cottrell, The Study 
Skills Handbook, 2008) 
This very much agrees with what was presented in our class, showing that it was accurate. 
 

3.5 Conclusion (general) 
This lesson showed that many people were not aware that paraphrasing or plagiarism were as 
important as they are, and even fewer had an idea of how to paraphrase correctly. This lesson 
clearly provided them with a good understanding of the topic, and would help most people to learn 
this skill, no matter at what point they started. 
 

3.5.1 Conclusion (specific) 
I learned a great deal from studying this topic. It was an area I had very little experience in so I was 
very happy to learn we would be studying it. I really feel that I grasped it well and am now able to 
paraphrase correctly. 
 

3.6 Personal Action Plan 
Going forward, I will continue to practice my paraphrasing, to ensure that I fully grasp the topic, and 
continue to approve my ability. I will focus on how to change sentences and formulate new ways to 
interoperate information to better my way with words. 
 

4. Reflective Writing 
Reflective writing is defined as an analytical process where the writer describes an experience and 
provides a personal reflection on what it means, or what they have learnt from it. It can be a real or 
imaginary experience, and can encompass an event, interaction, thought or memory amongst others 
(What does reflective writing mean?, 2020). 
 
 
 
 
 



4.1 Description 
We began by looking at a slide show which explained the meaning of reflective writing, and how it 
can and should be used, as well as why it is an important skill to have. We were taken through the 
different models of reflective writing, “Gibbs’ ‘Reflective Cycle’” (which I am using in this report), 
“Kolb’s ‘Experiential Learning Cycle’”, and “Driscoll’s Model”. At the end of the lesson, we went 
through what would be required to complete a reflective writing report, as this would be our Term 2 
assignment. 
 
 

4.2 Feelings 
I did not know what to expect from this class, as I had not put much thought into the idea of 
reflective writing previously. I expected that it would be quite simple, as looking back over an 
experience is something quite personal and did not think it would be very complicated. I was 
surprised to find out that it was actually a very important skill, and could be used to great effect to 
help improve yourself by reflecting on good and bad experiences, and what has been learned from 
them, as well as whether more could be learnt from taking a different approach. One negative I have 
on the topic, is just how structured it is. While the different models are useful for giving an 
understanding as to what areas you can look at, I found the rigidity of the structuring to be quite 
restrictive. I feel as though reflective writing should be much freer, and down to the individual to 
interpret, as there should really be no right or wrong way to evaluate an experience from your own 
point of view. 
 

4.3 Evaluation 
The lesson was presented well, and the lecturer was careful to explain each area thoroughly, I 
believe as to ensure full understanding because of the complicated nature of the subject. The slides 
were clear and easy to follow. The different models were expressed in a simple and relatively basic 
way, I am sure in order to avoid confusion. The explanation of how to write an academic report, 
however, was not as clear as the rest of the lesson. I found it was not looked at in enough depth, and 
I was left a little lost as to how to correctly format a report of this nature. 
 

4.4 Analysis 
I feel as though this topic will prove very helpful for not only myself, but for my entire class, as it will 
allow us to better evaluate our own performances, as well as just experiences that we have. The 
skills will be transferable to many different aspects of self-improvement, not only in our academic 
studies, but also in the future for our careers.  
 
There are a few basic steps that you can follow, to make reflection, and by extension reflective 
writing, easier to comprehend and carry out. These include keeping some form of journal, in order to 
have a record of your experiences, and at the same time keeping note of how you felt at the time. 
This will prove invaluable when it comes to later writing about these experiences. (Cottrell, 2015) 
 

4.5 Conclusion (general) 
I feel as though everyone can benefit from studying reflective writing. It is a skill that can not only be 
applied in an academic sense, but also throughout your life to help better yourself in all aspects. My 
class especially seemed to learn a lot from our studying of this topic. 
 

4.5.1 Conclusion (Specific) 
I personally found this lesson extremely helpful. It was not the most exciting, but it I now understand 
the importance of being able to reflect on what you have done and learnt in the past, to do better in 
the future. 



 

4.6 Personal Action Plan 
I plan to start writing small reports based on my lessons in the future, in order to help when it comes 
to future reflective writing. I shall also keep notes on what I have learnt in each lesson, and how I 
found the experiences. Once I am more comfortable doing this, I will progress to keeping a journal of 
my nonacademic experiences as well, in order to maximize my learning. 
 

 

5. Conclusion 
To conclude, while I have not particularly enjoyed this module, I can not deny that is has been one of 
the most helpful when it comes to improving my academic skills. While I think I can be a great asset 
for a company due to the way I am as a person, my past work experiences, and ability to adapt to 
every situation, I had no academic knowledge whatsoever. I had never had to write reports or essays 
in my life and that is what I found most challenging about this module. The fact that it requires a 
high level of written communication in my non-native language, and my lack of interest in learning 
the different areas of this topic, also makes it more difficult, however over time, I feel I have warmed 
to this, and now realize how important these topics are. 
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Appendix 

(In-class exercises and homework) 
 

CV Exercise



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cover Letter Exercise

                          



 

 

Looking at a picture writing exercise 

 

 

Write a piece of reflective writing on today’s lesson (homework) 

 



Lecturer’s feedback and advices 

 


