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1.0 	Introduction	
This report will show, topics I have learnt  from the course Academic and Employability skill and how it has influence my mindset  and knowledge at the university and have been more effective at work and also given me the right direction to take in making a decision about working towards a career in becoming a Mental Health Nurse.  I will be using the Gibb Reflective cycle (1988) which  according to (Patty, 2018), Graham Gibbs was a Sociologist and a Psychologist and his Reflective Cycle model in his book ‘Learning by Doing‘,  helps individuals to think thoroughly about the experience they have encountered by using this cycle to reflect about a particular  condition, experience or activities which enables individuals to learn positively and negatively about their experience. The cycle entails description of what had occurred, Feelings, evaluation, Analysis, conclusion, and action plan.  And (Patty, 2018) states that individuals using this cycle to demonstrate the topics I have learnt in the university while studying Academic and Employability Skills. The reflective cycle often makes people think about an experience, activity, or event in more detail, making them aware of their own actions and better able to adjust and change their behaviour. By looking at both negative and positive impacts of the event, people can learn from it.

2.0	Curriculum Vitae
I would be reflecting on the topic,  Curriculum Vitae also known as the C.V, is according to (Borsellino, 2020)  a document that is an exhaustive listing all the significant achievements in the career of a person and this would also entails the educational , background, career experience, education, research and anything done professionally would recount a person in a profession. (Reed, 2019) affirms that a recruiter takes only seven second to decide on a Curriculum Vitae, so it is a very vital document to have either electronically or hard copy to use in applying for job. Although I had a Curriculum vitae previously in my profession as a Health Care Support Worker. I  now understand the very important details to add to the Curriculum Vitae, making the personal statement clear and short and not more than a few lines, writing educational and qualifications with dates of achievements and the outcome and also listing your most current first . From the lecture I was able to understand that the work experience should also list my current job first, and having other role and responsibilities, hobbies, and activities. The references should be not be given until asked and it should me one academic and a former employer. A curriculum vitae should not be long it’s just a summary and should have no spelling misstates presentation to enable employers understand what they are reading. The class was very lively as the lecturer allowed a questions and answer session to enable the students to understand the topic and as well engaged us the student to practice how to write a CV, a sample CV was shared, and a video was also shared and I enjoyed every bit of the class as contributed by sharing a sample of the practiced CV. The class was very interesting as the Lecturer was very clear and I understood the topic as it was broken down well.

3.0 	Cover Letter Writing
The Cover letter writing was a topic that I studied in the third week of my second term and I understand from (Morgan, 2017) it’s a letter which presents a person who is applying for a job (applicant) to the recruiter just as the CV is vital and it gives  summary of the background, experience and skills of the applicant and the role he or she is applying for. (Innes, 2012) describes the cover letter as the first contact with recruiter and that make the applicant to be better than the others. Its very competitive and hence a cover letter needs to be exceptional to get the attention for an interview from a recruiter. 

The Cover letter needs to be addressed well to the recruiter and the applicant needs to reveal what the role you are applying for and how you knew about it. Give some information to sell yourself but not too much information and tell the recruiter the value you will be adding to the organization and how confident you are to getting the role. And very important the cover letter should be written in a formal business mode. I have written Cover Letters previously for many job applications in the past before this class and some got response, but most did not get any response and after this class I understood how to write a better one now. I did enjoy the topic in the class as it was practical as the Lecturer gave us the chance to practice with writing our own cover letter and she also gave us the chance to look through the samples. Various videos on the topic was shown to us the student and I did understood what the topic was .I liked the practicality of watching videos and looking and samples and practicing so it made it very easy and now I have improved in writing my own cover letter.

4.0 	Analytical and Critical Thinking Skills
During the week six of the second term the above topic was thought and from my understanding and as the Lecturer explained, the definitions which 
(Amer, 2005) defines analytical thinking is the controlling intellectual means for understanding the parts of situation and it is the ability to analyse and break down facts and thought into their strength and weaknesses and it’s also developing the capacity to think in a thoughtful, discerning way to solve problems, analyse data and recall and use information. The Lecturer gave examples of analytical skills such as resolving problems, data management, research etc. and I also learnt how such skill would make me to be more viable at getting better jobs solve problems and also enhance my critical thinking skills. I also learnt that engaging myself in mind games and reading will enhance my Analytical skills. I joined in the classroom activity to have Analytical interview question and I really did enjoy this part of the glass as well as a game of the dotted lines.

Critical thinking is the ability to analyse facts, generate and organise ideas, defend views, make assessments, draw conclusions, evaluate opinions, and solve problems. (Amer, 2005). It is the intellectually discipline process of actively and skilfully way of evaluating materials. (Doyle, 2008) Critical thinking implies to been capable to examine information accurately and make a clear decision. It involves the assessment of data, facts, observable phenomena, and research findings.  

I had no idea what Analytical and critical thinking was until I had this class and initially was abstract but after the lecture explained and joining in the class activities also enhance my knowledge and also with the examples given. I remember a game of dotted lines was done in the class and this help me to understand how to analyse and organise ideas. I know this will help me in doing my academic work and also my career also as I will be using the evaluation to make better decision

5.0	Presentation and public speaking
(Spencer, 2018)Public speaking is essential to every business, education, and the public scene and it is valuable for individual or a business place to carry out public speaking. 

(Spencer, 2018) defined Public speaking as a presentation that is to a live audience and it covers varieties of topics. The aim of the speech may be to teach, train, entertain, or influence the audience  Often, visual aids in the form of an electronic slideshow are used to supplement the speech and make it more interesting to the listeners. Public speaking presentation is not the same as online presentation as online presentation can be viewed or listened to at the viewer's convenience, while a public speech is usually limited to a specific time or place. Online presentations are often comprised of slideshows or pre-recorded videos of a speaker (including recordings of a live public speaking presentation).

This topic was taught in the seventh and the practical was in the eighth week of the second term. I enjoyed learning about how to get ready before the speech, the way an individual dresses and present is very important as well as turning off all mobile gadgets to remove distraction and although it is a good gesture to give handout but this could affect the audience focus. And I learnt that your opening speech should be precise and also make a point that will catch the attention of the audience to drive you message and no time wasting and speaking should be audible and clear and repeat  important information to drive the message and give breaks to enable the listener to understand and do not read out if you have the slides, I also learnt to make eye contact and don’t turn your back on your listeners , make room for questions to be asked and finish on time. By the eight-week class I participated in a practical public speaking with other students in my class and I found my strength and weakness and I was advised to make eye contact while speaking.

This topic was very good and it useful to as I have learnt how to do presentation which will enable me to complete my other assignment. I will also be using it to do my public presentation in the future at both in studying and in my career.

6.0 	Conclusion
All the topics I have mentioned will help me to present myself in my career and the academic needs. The curriculum vitae and cover letter are very important tools in my career. I have now learnt a better skill on how to put them together to get and interview for a job. And the critical and analytical will enhance my ability to understand and analyse my academic work and career. The Presentation skills and Public Speaking has also enhanced my academic and career skills as I had a presentation for my other course. I now understand how to use this skill to improve myself.

7.0	Action Plan
The plan I have from this topic I have learnt is to use them to review my current Curriculum Vitae and a new cover letter to ensure I get an invitation for interviews when I start looking for a new job role. Analytical and Critical thinking will be something I will be using for my personal everyday life, perform my academic and career. I will be using this skill to read for leisure and also to study and I will be using the Presentation and Public speaking for the same purpose as this will enable me to perform better at my academic and work. I will know how to compose myself to be viable and to become successful in finding solution to problems. With all this plans my aims to succeed in career and academics. And using the reflective cycle for this report will also make me more viable in writing a report.
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