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In this report I am going to be covering CV’s, cover letters, presentation skills and paraphrasing. I will be talking about where I was before and the progress I have made to get to where I am now.
 In this report I am going to be using the Kolb model of reflection learning cycle. I will also be looking at how I have progressed from the start of this module until now, how I have learnt through reflection and how this has made me more employable. We will be looking at the opinions of others through books, my lecturers and my colleagues/peers.
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When I started this topic I thought I knew what I needed to do, as I had created my own Cv with my careers officer just a couple of weeks before so needless to say I didn’t think any learning was going to be done on this subject, however I was very much mistaken. I went from thinking I am not going to learn anything new I know exactly what I need to do, to thinking ‘wow’ is that how you write a CV. I remember wanting to go home and completely rewrite my CV. The class went from boring to exciting and me wanting to hear more almost instantly. I thought CV’s were just about writing down all of your qualifications employment history and a few of your interests and just to basically give an employer some information about you, to see if you could be considered for the job or not based on your employment history, qualifications and skills. I had never heard about adding a personal statement before this is something that is completely new to me, but upon reflection it totally makes sense.

 I feel there is so much more that I need to learn in order to be able to completely sell myself, however I believe I am now on the right track. The gaps that I have in my CV I children and looking after friends who were vulnerable with mental health and addiction issues these things I could add into my CV which I never would have thought would be an appropriate have now learnt that I can fill with the things I was doing, for instance I was caring for my thing to do before.
7 seconds is all an employer gives your CV before they decide if it is going to go into the interview pile or the rejection pile that is not long the importance of writing an attention grabbing CV is paramount as you want it to land you that all important interview (Reed, 2019, p.46). So, in future instead of designing that boring black and white CV that I have always been told to do, I will design a CV that catches the eye. I will now be changing the format of my CV completely adding in eye catching colours and a picture of myself looking friendly yet professional at the same time someone you would want to have working for your company. I started designing a new CV which is much more colourful and adding your picture does give it that extra personal touch  I believe it will give me that extra chance to be able to get called in for that all important interview. I also went for similar colours to the trade colours of the company that I am currently doing volunteer work for as I would like to at some point in the future to get a paid position within this company working as a Drug and Alcohol recovery worker as this is my passion and has been for some time now as I can really relate and really want to help these vulnerable individuals to get their lives back.
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Before this class I could not have told you what a cover letter was or what it consisted of or even what the point of it was, I had heard of a cover letter before I just didn’t know the purpose of it and to be honest it didn’t even interest me enough to
even ask about it. So, I had never written one before.
During this class I learnt that a cover letter is all about what you can do for the company you are applying to work for and that it is quite different from a CV as it is about how you fit into the company opposed to being all about how your skills match the role that you are applying for.

 A cover letter is what makes them want to read your CV. I learnt that a cover letter should be a short document consisting of no more than one page. You should always try to find out the person’s name so you can address them by name this shows that you cared enough to find out and it just gives it that personal touch. It is always good to do some research about the company and its values and adding this into your cover letter as it shows you cared enough to find out a little bit about them. I also learnt that if you google the company and go onto their mission statements that will tell you almost everything you need to know about the company and their aims, goals and values.

You should never underestimate the importance of a cover letter, as stated by a recent survey cover letters are looked at by nearly half of all recruiters as being as vital as the CV. Many people lose out on an interview because of their cover letter not because of their CV (Innes, 2016, p.6). Now this is something I never knew and has given me a whole new perspective on cover letters and the importance of getting this just right as this could be the thing that influences an employer to employ me or not. 

In class my lecturer Shao really peaked me interest into cover letters and taught me so much useful things so I really hoped that would reflect in the assessment she had set on writing a cover letter. This was the first time I had ever written a cover letter so I did expect a lot of learning to be made from this and expected to get feedback that would help me in the future as I knew that it wasn’t a possibility to get this right on the first attempt. However, I did better than expected obviously there were some errors as I knew there would be but overall, I was happy with the feedback I was given.
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I have done a little work on presentation skills over the last year 
However, this is something that is still way out of my comfort zone. When I was doing my training at CGL, the day of our presentation training I was called out in on an emergency this was a relief to me in a way as I was so full of fear and anxiety however a part of me just wanted to do it to get it over with as I knew this was a skill I was going to need especially if I was going to facilitate groups which is a big part of what we do at CGL.
However CGL arranged another presentation group for the trainees that had missed the first one, we only had 10 minutes to prepare a presentation  which yet again filled me with a tremendous amount of anxiety but it was probably better that I didn’t have a huge amount of time to dwell on it. I managed to give my presentation although I was shaking and my heart was beating really fast but for the first time I had given a presentation which I was quite happy about and decided  that I needed to do these more in order to gain more confidence experience and skills in this area.



 I also did a presentation. Last term at Uni for our group presentation for digital skills and research methods and then again this term for this module, this term I was really pleased with the feedback as I was really nervous but apparently I came across quite relaxed and comfortable so I am obviously very good at pushing through. I found the JOLT analysis quite helpful this stands for Judged by, Objectives, like doing and Time, this is used to help you to empathize with the audience. How are we all judged is the question, ‘objectives’ what is the goal, the message we want to get across, the topic we want to teach and how will it be delivered and received? ‘like doing’, what do they like to do, can we connect with them on a personal level and a professional level? ‘time’, be time efficient as time is a rare commodity in this day and age so put as much information as possible into a short amount of time without it being too overwhelming for your target audience (Bounds, 2007, p.198). I have put a lot of reflection into this topic as this is one of my biggest weaknesses and i really hope to get better in this area, I will put the work in as i know this could affect my employability in the future.
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Paraphrasing was one of the topics we learnt about last term, I had only touched on this before in my GCSE English class, which I had just started last year September so just one month before I came to University, so as you can imagine it was all relatively new to me. At first I found it quite overwhelming and a lot to take in and basically just very time consuming, however as I got used to it I found it to be quite interesting and enjoyable and getting good feedback on my work obviously helped with that. I love the fact that you can say the exact same thing by using different words. Towards the end of this topic I really appreciated the need for paraphrasing.

There are ways of putting a sentence into your own words this can be done by using words that mean the same thing i.e. a synonym, ordering the words differently or amending the form of the word (The Open University, 2016, p.260). I also learnt that we need to use paraphrasing at CGL this is the Drug and Alcohol Treatment Centre that I currently do volunteer work for, this volunteer work can lead to paid employment in the future so this is an essential skill that I need to master. 

My paraphrasing skills were put to test last term when I had to put them into practice to write my assignment, I really thought I had managed to do it although, it was with much difficulty but to my despair the percentage of similarities when I submitted my assignment were high and I had to re-submit my work which was a very stressful time and gave me a whole new respect for University students as I didn’t realize just how much goes into writing an assignment. I feel this is something I am continually learning about and that it will improve with time and practice.
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Reflection is a very important part of the learning cycle, as stated by Kolb in Sims’ journal article (1983),  which states it is important to be able to reflect on past experiences and to learn from them helping you to improve on them in the future. How to build on your existing skills and to create new ones, the importance of cover letters and CV’s and how to make yourself more employable and to give yourself a better chance of employability. How to deliver a presentation and build on your confidence and the importance of this in the workplace.
How we apply paraphrasing in academics and in the workplace and how it can assist us. All these things are the key to becoming more employable.
A little look into my journey on this module, where I was before, the progress I have made, the things I need to work on and where I am now.
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Cycle of continuous development— adapted from Kolb's Experiential learning Cycle




