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 This is a report about Reflection. Reflection on my own progress and what I have learned in this module for the last two terms. Using Kolb’s learning method, I have improved my skills and changed my understanding of how to write a CV and Cover letter at UK standards. Also, the importance of having an Analytical and critical thinking which I still think is that something that I need to work on and have improved my skills in Public Speaking. I have chosen those above as my goal is to have a better understanding of people when recruiting new ones for my company and their skills and also reflect on mine in case, I want to change my career.

CV
In this module I've learned that the purpose of the CV is not to get me the job but actually to get me an interview. My understanding and what I have been told as a Bulgarian on how to write a CV is completely different from the way that is required by the organizations and recruiting companies in the UK. The Bulgarian way of writing a good CV is by writing your whole life from graduating from High school to your last job which now I know is exactly the opposite from the standard in UK. In Bulgaria, your CV can be 6 pages, which is exactly what companies do not want to see in the UK. I have used Kolb’s model to learn and understand the difference between writing a CV in UK and Bulgaria. 


As I read in James Reed book “The 7 second CV” (2019) the recruiters spends not more that 7 seconds on a CV and your CV either go on a “interview” pail or “rejected” pail therefore to get to the “interview” pail we need to grab recruiter's attention in those 7 seconds. Therefore, the length of my CV shouldn’t be more than two sides of an A4 sheet. “75% of recruiters say they prefer this length" Reed (2019). I have learned the best way to get to the “interview” pail is if my CV shows the following criteria: Fist how relevant are my last jobs with the one that I am applying for now; Second my hard, soft, and transferable skills; Third my personal statement, how can I possibly change something in the organization or how can I help this organization to achieve their goals. I never knew the importance of all of those above before because I've never applied for a job in the UK. I have a small cleaning company and now I know what to look for in a CV when recruiting new employees, for example knowing their personalities I will understand better if they are going to be trustworthy and reliable in the future. Also, I will use that information to potentially match the skills they have with my client's personalities and their needs. Mybe if one day I decide to change my job I know what the right way is now to do my CV in order to get an interview.


 I have learned and know that when I present my skills, my education, my work-related qualifications and my work experience history properly that will get me a much better chance to get myself on the “interview” pail. 
Cover letter
When applying for a job a good applicant must have a Cover letter to send along with their CV. My knowledge about Cover letters was pretty much basic. In Bulgaria we call it a Motivation letter and all I knew about is that you have to write why you are good for this job. When I had to write a Cover letter in Bulgaria, I was usually did was just download it a templet from the internet and then just change it a bit. However, each time I applied for a job I always got it. It might sound weird but the standards in Bulgaria are different from the one in the UK. Maybe the recruitment companies or organizations back home were looking for an applicant with my skills or I never applied for a job requiring more skills that the one I had at the time. Using Kolb’s Model of learning and after the lecture that we had in class I have a better understanding of the complexity of a Cover letter. It is not just a letter it turns out to be an “introduction to your CV” Reed (2019) a good way to let your personality to stand up. I have learned now about the importance, the complexity and the simplicity of the Cover letter. I realize that if I download a template and send it to a company to apply for a job it won't give me the job but will definitely give me a place on the “rejection” pail on the recruiter's desk. Now I know that certain qualities are required for a certain position and that’s why when writing a Cover letter, I must focus on them.
 Because I think no one will care if I am a good karaoke singer in an accounting company, for example. Before I start even drafting, I must know exactly what the company is looking for in its new employee, do I have it? Is it enough? Therefore, giving a good assessment of myself and focusing on the strengths I have will be, I think, of interest to the company. Showing that I have researched the company and what their goals and strategies are, addressing my letter to the person who is doing the recruitment and tell them how I can help them achieve them in the future will be a good way to introduce my CV and take the recruiters attention.
Analytical skills and critical thinking
I had time in my life when I thought that I needed a change, and I was checking the job ads on a few web sites I've noticed that in the job description section often there were say that Analytical skills and critical thinking are the skills required. Those of course are words that I have heard before but never knew the meaning of it. In this course, in this module I have learned what they mean in the academic and employability world. Using Kolb’s model of learning I understood the importance of those above which I will use in future. Now I know that Analytical thinking skills are the ability to think and analyze a situation or a problem, break it down into smaller parts and find a solution to the problem. Analytical thinking skills can be used in many parts of life and work.
 As a boss in my own cleaning company, I know how challenging it can be. I face a different one every day. Being able to analyze situations in detail is important to me and my business as I want to keep my clients and employees happy. Any project or workplace will face challenges or problems which need to be solved quickly. Therefore, organizations are looking for employees who have those skills and I understand that having those skills and adding them to my CV can make me more attractive to employers. I have improved my analytical skills been a student, but I do realize that I need to work even more. Analytical skills go hand in hand with Critical thinking. After carefully analyzing a situation or a problem, good critical thinking skills will give the best solution. It is important to know when to apply that kind of thinking, in other words to use it when it will make a difference in everyday life or work life. According to Michael Kallet in his book “Think Smarter: Critical thinking” (2014) there is a framework to use to help us in this process – Clarity, Conclusion and Decision.
Public Speaking
Another skill that I will reflect on in this report is Public speaking because in what I do now as a job it is important to me to have good speaking and presenting skills. First it is important to me to speak in front of my employees and second in front of my clients presenting them a new product or service.
 I have used Kolb’s model of learning to improve my skills in public speaking. Before this class I did not know much about Public speaking....I was speaking in front of a group of people before but sometimes my voice was shaking I was doing these awkward pauses and I was lacking confidence which is not good for my business. Before the in-class presentation speaking, I had a panic attack. How buzzard- I never had one before. I was well surprised to find that I actually fear speaking in front of people I do not know. The feedback that I got from my teacher was good, so I think I managed to cover that fear a little bit. Now I have learned that preparation and practice are very important for a good presentation as well as having handouts to follow so we don’t lose our thoughts. Opening the presentation is the moment when we catch the attention of the public so I must do it well. Also, it is very important my speech to be calm and have a good vocabulary also, natural gestures and keep eyes on the audience will help me connect with them. Leaving time for questions – people always have questions when it comes to a new product or services. I learned that just the other day when I was presenting my business plan in one of the other modules. I followed the steps above as well as my teacher feedback I think I presented well- there was no panic, so I am very pleased with how I have performed. I can use those skills in everyday life. As Jeremey Donovan says in this book “Choose your persona based on whether your primary object is to educate, entertain, or inspire” (2014 p.12) and I agree with him. 



When we present I front of an audience we need to know what kind of people are they and why are they there-what they want to hear because the main purpose of the presentation is to change someone’s opinion. If we manage to change someone’s opinion or feelings about something then we have good Public speaking skills.

Conclusion
As to summarize what I have learned over the 2 terms in this module on this course I can surely say that I have learned things that I never knew before. My understanding about CV, Cover letter and Analytical skills and Critical thinking was completely different. I did not know much about Public speaking and that I can follow few steps and overcome a fear that I did not know I had. Now I have a much better understanding of those above. I am much confident in presenting in front of my clients and employees, I know what to look for in a CV and Cover letter. I improved my Analytical and Critical thinking, but I think as a student I really need to work on that more. Even if one day I decide to change my field of work I know how to attract the recruiter's attention with a proper written CV and Cover letter and show them confidence in the interview. In future I will use those skills to make my company more successful.
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