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 Write an appropriately structured academic report where you reflect on your learning in this module. Mention 4-5 topics from either of the two terms and reflect how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. Explain a recognised model of reflection and apply it to each topic. Also, analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.
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4. Reflecting writing 
5. Public speaking
6. Conclusion

1.
In this report, I am going to talk about four interesting elements that I have learned and discussed in this module. I will explain what I have learned, what I did know already about these elements. I am going to use the Kolb’s model of reflection, I will talk first about what I have learned about CV and what I knew it about already about it. Then I will continue explaining the importance of the covering letter and is meaning. The third part of the report will be about employability skills. The last part will be dedicated to the importance of public speaking. 

2.
During this module, we discuss about what is a Curriculum Vitae and for what do we use it. According to Maund A. et all (2017), a CV is a representation of who wrote it and it shows all the skills that make you a valid candidate for the job position applied. I have learned that the CV should be customized relatively to the kind of job position applied and I never thought about that. For instance, if I would apply as a manager in a coffee shop my CV will be a focus in my management and communication skills, customer service and my knowledge in that field; If I would apply as an accountant, I will focus my CV in accounting, financial and marketing skills. I have found this topic very interesting because in my previous work I have not even shown my CV, so I did not have an idea if it was good or not. After that I compared my previous knowledge with what I was learning new about Curriculums, I have found very interesting Maund’s (2017) article, where it reports three different CV’s layout. The first one is a chronological layout, where I can report my work experience from the most recent to the oldest one. It is the most common CV for those with a little amount of experience. The second one is a functional CV, based on skills and attributes necessary and useful in a different employment situation. It is the best way to shows your skills to employers when trying to apply for a job that is from a different field. As the last kind of CV, there is a combination of elements that make your resume looking good. I think I will take into consideration the functional Cv when I will decide to apply in a different field than I am working know. I’d like to apply to some company as an accountant, where I do not have experience in it but I have good mathematic, organization, critical thinking and time management skills. Therefore, I will create my Cv focusing on these skills that can let me get that job. Coming back to Maund’s article, I have read that if you do not have a lot of work experiences, your level of education takes an important part of the CV. It is also a good idea to add other relevant courses that you attended. He also said that contact information is necessary, and I must have a professional email address. I can now say that I have understood how to create an interesting curriculum, what are the main points of it and what is not looking good in it. I believe that as soon as I will need to edit my cv I will do a great job thanks to my learning and understanding of this topic.   

3.
I have found very interesting the topic of the covering letter.  Reading Maund’s (2017) article I have learned that the covering letter is a business letter that introduces yourself to the potential employer. Still citing Maund, the covering letter matches your CV and demonstrate your professionality and your writing skills. I have also learned that the covering letter should have an introduction of yourself, then a paragraph where I report why I am qualified for that workplace 
.In the last part of the letter, I need to show that I would be more than happy to get an interview. When I start reading about it, I realized that I have some previous experience with the covering letter. When I was looking for another job, I used to send some email to the place I wanted to apply with a simple text message, where I was talking about myself and why I was the right person for that workplace. In the first part of it I was just explaining who I am and why I was writing to that company. In the second part, I was trying to explain why I was applying to that job and why I was good for that job. At the end of the text I used to write my willing to have an interview and a possible trial, then I wrote some regards and signed the letter by my name. I think I did start to use some kind of covering letter without know it. I thought that it was a good idea to introduce myself via sending that letter to the company where I was going to apply. After that I learned how to write a covering letter, I saw the differences between the right way to do it and what I wrote by myself as an introducing letter. I probably did not keep the same font and format for both resume and covering letter as Maund suggested in his article. Also, I have not written my address and contact info in it, just wrote my full name. However, on my first covering letter I was pointing out in which job position I was interested and reported what are the skills that I could offer for that particular position. In the last part, I was expressing a desire to discuss more myself and the job position during an interview.
I now feel that I have enough knowledge about how to write the covering letter and why it's important. I will write and use a proper covering letter when I will apply for some high job position or in some important company. It would probably help me to exceed over other applications and shows to whom I am sending the letter that I have really good skills and motivations to start working in that place.


4.
I have decided to talk about reflecting writing because during this academic year I had to do some reflecting piece of writing, like this one that I am writing now. Before to write this report, I was some time without making any writing work like that, and it was a bit difficult at the beginning. I did not know how to analyze and summarize the article that I choose for my report. I was not sure if it was a good one and I had no idea if that article could have been interesting or not. After that the tutor explains to me how to work on my reflecting report and how to apply Kolb’s reflecting model, everything went so much easier. Before starting my writing, I read an article from University of Greenwich (2016), where it defines reflecting writing a reflecting process that involves us in look at what we did it something, how we did it and if it was something good or not, and what I do know better now after analyzing what I have done. They also said that reflecting writing should be a sort of mirror where we can see ourselves in what we wrote. Kolb’s model of reflection (1984) made me understood how to create a piece of critical writing. In the beginning, I have to find some topic that I am really interested in it, check it and analyze what I do know already and what I do not. Then I have to understand what I can do better to improve myself. As the last part, I just need to take my own reflections and thoughts about how I did improve my skills and knowledge after reading that article and write a report about it.
 After reading this article and thinking about it, I found the inspiration for this report, and I would like to say it was not so hard. All I needed to do it was to find a topic I wanted to talk about, do some research, talk about my previous experiences related to that topic and talk about what I have learned new. In conclusion, I have to explain how this new information made me understand better the topic that I was reporting. At the end of this article, I would like to say that I think I am now a better critical writer. At the beginning I did not like at all the idea to speak about my personal experiences, I did not know how to analyze an article. I do now like the idea to talk about my personal experience and show what and how I did improve to become a better student.

5.
[bookmark: _GoBack]I do not have a lot of experience in public speaking. I used to do it when I had to present or talk about some topic when I was in high school, but sometimes it was not as good as I wanted. I was nervous, confused and I was usually trying to memorize all the words from my notes, and it was really difficult. When we approached this topic during the lessons, and we have some practical exercise where everyone has to do a public speech for the class, I have earned some self-confidence and I realized it was not that hard to have a speech in front of some people. Then I start to read an article by Barnard (2017) about it and I have found one really interesting. it is named “what are the benefit of public speaking”, and I found out they are a lot. According to that article public speaking is a great way to improve my communication skills and it helps me to succeed in my career goal. It can make me excel in a job interview and during some meetings. I still have not decided what job I wish to have after my studies, but I am sure I need to improve my public speaking skills. I will have to have different public speaking, and it will help me to gain self-confidence. Barnard, in his article, says also that public speaking is a good way to improve my critical thinking. I want to improve my critical thinking, be able to understand better what people want or expect from my speech and try to satisfy them. Still talking about the same article, I have read that public speaking is an excellent way to expand your professional work. It can be an excellent opportunity to build business contacts and make new friends. I want to become an excellent speaker because whether it will be my future job, I want to be able to communicate perfectly my thoughts or ideas to other people. Whether It will be my job position, I would like to be able to give a good speech to my employees or colleagues will help me to guide them to reach the goal settled. I will improve my language skills and upgrade my vocabulary. I want to start to give more public speech during this academic year, so I can show and improve my skills with my classmates and tutor, receive feedbacks from there and get always better. Also, I will learn a lot while I am listening to other people giving speeches. All these benefits will let me get out of my comfort zone and start to give speeches.
6.
It was nice to study and learn more about these topics that I have reported here, and I am sure all of them will be really helpful during my working life. I really enjoyed confronting my previous knowledge and experiences with what I have learned during this module. I chose to talk about CV, covering letter, public speaking and reflecting writing because they were the most interesting topics for me. I did understand now that to become a good public speaker is important to have a critical writer. I also understand that covering letter works good with the CV, and if I can create a good CV and a good covering letter, it would help me to beat the competition for a job. Looking forward to my future, I believe I will succeed in my career thanks to what I have learned reading and studying in this module.









              REFERENCES:

· Dom Barnard. ( 2017) virtual speech- what are the benefits of public speaking. (ONLINE) available at https://virtualspeech.com/blog/what-are-the-benefits-of-public-speaking. (Accessed of 21 December 2020)


· Kolb, D.A. (1984). Experiential learning: experience as the source of learning and development. Englewood Cliffs, NJ: Prentice Hall.

· Maund, A., Schriek, M., and Tinkler, P. (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: Sage.

· University of Greenwich. 2016. Reflecting writing. (ONLINE) Available at https://www.gre.ac.uk/articles/ils/reflective-writing. (Accessed 21 December 2020)


