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[bookmark: _Toc48163076]Introduction:
To have an effective professional development, it is necessary to possess certain skills. Through this module we were taught various employability skills that gave us the potential to the improvement of our professional personality and skills. In this report I have presented my reflection on some of the topics from this module. I have selected these topics as I feel they will be the most important in determining my professional development. Besides, I was able to significantly mark my progress in the learning and implementation of these topics. The topics are namely academic writing, analytical and critical thinking skills, CV writing, Cover letter writing and summarizing skills. The report has been structured according to John’s reflective model. Even though this model was specifically developed for nursing practice, it is effective in different contexts. It has broadly five stages: description, reflection, influencing factors, analysis and learning (Johns, 2017). The model has a simple structure and aided in critically gathering my thoughts in the form of this report. 
[bookmark: _Toc48163077]John’s Reflective Model 
[bookmark: _Toc48163078]Description
In the course of this module, I have imbibed on new knowledge and skills which will help me in my due course of a professional career. These skills will also be applicable in my personal development. In this module we were subjected to multiple lectures and tasks that challenged our knowledge and encouraged us to overcome our weaknesses and fear pertaining to the topics under the module. We were given an in depth knowledge on the basics of the employability and academic skills. The five topics I have considered for this reflective report include academic writing, analytical and the critical thinking skills, CV writing, Cover letter writing and summarizing skills. These topics are highly relevant to me and I feel I have progressed the most in these topics. The difference in my knowledge about these topics is starkly different when compared before and after the entire learning experience. I had little to nil knowledge about these topics. I had restricted notions on how to produce an effective CV. I had no knowledge about cover letters and how to formulate one. I was completely unknown to its existence. Moreover, I have always had trouble in the grammar and summaries. My written pieces have always had a significant amount of grammatical errors. While attempting to summarize, I have often found myself losing focus from what should be critical to the summary and what should not. The module helped me overcome few of these weaknesses. Besides, it also helped me improve my analytical and critical thinking skills. I am satisfied with the overall consequence this module has had on me. 
[bookmark: _Toc48163079]Reflection 
Prior to exposure to this module, I had very limited knowledge associated with the CV writing. The ideas I had were mostly wrong as I found out in the class. I learnt that a good CV has a professional format and layout. This gives the CV a readability enhancement. I also found out that it is more effective to use short sentences in the form of bullet points within the CV. A professional CV must not have excessive pomposity to it and must elude complexity (Mohmand, 2019). The first draft of CV I had written received a bad review from my tutor and I had to redo it. Even then my tutor pointed out that there were multiple grammatical errors throughout which can cost me the job. My CV should also have been restricted to one page instead of three (Fennell, 2018). I identified my weakness in this section and spired to further improve my skills
In the next week the lectures were focused on the writing effective cover letters. I began these lectures with no knowledge of cover letters. I was oblivious to the necessity and importance of cover letter in a job application and hence had not paid much attention to it. I learnt that a cover letter plays a crucial role in creating a first impression on the recruiter (Jha, 2016). A cover letter, like CV must not exceed one page in length and consist of details that are not included in the CV, for example personal traits which contributes to your impression (Pelczarski, 2019).   The cover letter serves as an introduction or a brief in contrast to the CV which is rather detailed. A cover letter also summarizes examples and ideas of the candidate (Wolkowicz, 2020). The cover letter I had written for the purpose of the class was heavily criticized by my tutor for not adhering to certain basic guidelines and for the display complete failure to show summarizing skills in the letter. I felt I had to further improve my skills in writing cover letters. 
I was worried about my grammatical and summarisation skills which I clearly lacked in. However, the nest few classes helped me cope with these weaknesses. The classes on summarizing skills taught me the importance of fitting key information from a broad description into a few lines. I learnt that summaries must always use present tense for more effective communication of information (Lam, 2015). I was able to successfully summarize a paragraph of 300 words given in the class within 100 words. I received praise from my tutor for successfully implementing the skills I had learnt in the class. The next few sessions on academic writing was focused on teaching us basic grammatical skills beside other aspects. We learnt clauses and correct usage of prepositions in a sentence to make it look more attractive. We were also taught how to maintain a formal tone throughout (Chin et al., 2015). We were given an activity to write a small piece on chosen topics. My tutor praised me for the construction of sentences in my piece. However, I was told that there were still a few grammatical errors. The feedback left me wanting to indulge more into the grammar improvement practices. The analytical and critical thinking lectures helped me improved my skills in research. I had very poor analytical skills prior to this and through this module I was able to learn new analytical skills from this module. It is important to develop analytical skills to improve academic writing (Bailey, 2017). However, my tutor pointed out what my deficits were in case of critical thinking. I want to take up online assessments to further develop my skills in this area. 
[bookmark: _Toc48163080]Influencing factors:
The influencing factors were the feeling of excitement for learning new things Further, the influencing factors were the eagerness to enhance my skills and improve my professionalism. Another influencing factor was the vivid demonstration of the curriculum vitae writing with the inclusion of the effective templates as well as examples. The other influencing factor was the vivid description of how to select the language word as well as tone effectively while academic writing which made the learning of the academic writing easier even for the layman. The enthusiasm to learn the most systematic way to represent own personalities as well as skills which are unique, can be considered as other influencing factor, especially, in the case of learning to write cover letter. At the beginning of the study of this module the learning outcome made realize that this module was going to enrich me with varying knowledge, which would shape my academic as well as employability skills. This realization, in turn, instigated me to participate in the study of the module actively. Hence, this realization accompanied by the eagerness to enrich myself with multidimensional knowledge associated with professionalism, are considered as two significant influencing factors during the entire learning experience. Further, it is worth mentioning that the easy structure and language of the module and the easy-to-understand templates as well as specific examples, are some other significant influencing factor. Again, my latent desire to showcase my competence effectively for standing out the competitors in the professional filed was the other boosting as well as influencing factor behind this learning experience.
[bookmark: _Toc48163081]Could I have dealt with it better:
I could have dealt better to gain knowledge regarding all these five fields namely- cover letter writing, curriculum vitae writing, academic writing or language, analytical along with critical thinking, summarizing. I could have increased the pace of my learning so that I could clear all my doubts associated with the advanced learning for designing more efficient as well as advanced curriculum vitae. Again, I could have dealt more seriously with the cover letter writing and again, in this case I should have asked our guide or mentor to help me with more templates for writing advanced cover letters. Again, for academic writing, I could have asked and practice more exercises to become more accustomed with academic writing style. I also could have practiced more summarizing exercise if more exercise are provided in the module. In this way, I would have enhanced my summarizing skills more.
[bookmark: _Toc48163082]Learning:
I learnt how to represent all my personal details in an organized manner within a CV. I also learnt how to represent all my educational qualification systematically, so that the assessor or the recruiter can easily understand what are the grades as well as degrees pursued by me and easily tally the same with the criteria for selection. Again, I also learnt how to design an efficient cover letter and represent my unique skills in an condensed yet interesting manner along with the essential personality traits which are considered ideal in professional fields. I had a problem in the selection of words, whenever I tried academic writing. This learning experience demonstrated me with the specific examples, how I should keep refrain myself from the colloquial language (Chin et al., 2015). Thus this learning experience helped me to choose the words wisely during academic writing. Also this module helped me to learn the type of structure which should be strictly followed while participating in the academic writing. This module made me aware of the fact that the ability to summarize is essential in case of professional learning as well as employability skills. Thus I did not only learn the tricks, examples of summarizing from this module, I also became aware of the utility of the summarizing skills. For instance, I learnt , even if in my cover letter I represent all my positive qualities in an elaborative manner, the entire cover letter will be boring for the assessor or the recruiter (Jha, 2016). In this way, I learnt that, it would be wise if I represent some specific qualities which are completely relevant with the purpose of the cover letter, in the form of a summary, or, in a condensed manner.
[bookmark: _Toc48163083]
Conclusion
The above reflective report showcases my development through the learning of this module. I have used John’s reflective model for this purpose. I have focused my reflection of five main areas academic writing, analytical and critical thinking skills, CV writing, Cover letter writing and summarizing skills. This learning experience demonstrated me with specific examples, how I should keep refrain myself from the colloquial language. Thus this learning experience helped me to choose words wisely during academic writing. Also this module helped me to learn the type of structure which should be strictly followed while participating in the academic writing. This module made me aware of the fact that the ability to summarize is essential in case of professional learning as well as employability skills. Thus I did not only learn the tricks, examples of summarizing from this module, I also became aware of the utility of the summarizing skills. For instance, I learnt , even if in my cover letter I represent all my positive qualities in an elaborative manner, the entire cover letter will be boring. The excitement for learning new things, easy-to-understand templates, easy demonstration are some of the factors which have influenced me all through the learning experience associated with the study of the module. All such factors revamp my energy to gather more knowledge associated with all the five fields- namely- cover letter writing, curriculum vitae writing, academic writing or language, analytical along with critical thinking, summarizing.
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