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My essay is going to be based on writing Curriculum vitae, Covering letter, presentation, interviews and drawing conclusions on my write up. It is a reflective account on the lecture received on curriculum vitae, covering letter, presentation, interviews and conclusion pre and post lecture/experience. It offers opportunity for examining experiences allowing you to learn and plan from things that either went well or bad . I am going to be reflecting on what I knew before and after taking a lecture on this topic.
Curriculum vitae is a core document for application. Curriculum vitae is a selling point of the applicant; it is a potential employers first impression of the applicant and it is a way for the employers to assess whether or not one is compatible for the role/job.
[bookmark: _Hlk39514401]According to Andrew Maund, Michaela Shriek and Paul K. Tinkler(Certificate in Higher Education: Skills for the Workplace Student Yearbook 2017) there is no one-size-fits-all type of resume or curriculum vitae, covering letter or interview strategy. It is important to do ones homework on the company and tailor ones job hunting strategy to the goals of the company.
[bookmark: _Hlk39565483]My next line of action is to write on how to write a smart Curriculum Vitae by defining what curriculum vitae is. Curriculum vitae is a latin word . According to Andrew Maund, Michaela Shriek and Paul K. Tinkler(Certificate in Higher Education: Skills for the Workplace Student Yearbook 2017). A curriculum vitae provides a picture of who you are as an employee by highlighting your skill set. An excellent curriculum vitae illustrates how you fit this position and this organization and highlights  the skill you posses relevant to the skills required by the position for which you are applying. There is no one standard form for a curriculum vitae-it’s not one size fits all. I understand from the lecture given that the format for writing a smart curriculum vitae, it should highlight ones strength and downplay ones weakness. This information is vital as I was not aware of this pre the lecture given by my lecturer. Curriculum vitae should be customize to each position and organization regardless of the format adopted. Formats vary but a curriculum vitae should not be more than one page and must be visually appealing. Prior to the lecture, I had done curriculum vitae of more than four pages. Curriculum Vitae is used to apply for a any kind of job that you need. It should be specific about your background of the job that you are applying for.


My knowledge about the above subjects’ matters was previously very limited however now l have a greater understanding.  Before l could not write a Curriculum Vitae, I get very panicky and anxious but attending your lecture enlightened and boosted my confidence. I am able to write a curriculum vitae that could enable me gain employment. I now understand the importance of writing an effective curriculum vitae.  My curriculum vitae should highlight my skills and lists my employment and education history, my cv should be up to date and should reflect my current situation.
I understand that my cv is a potential employers first impression of who Iam and it is a way for them to assess whatever you are what they are looking for and if you meet their target. 
It is important that my cv is laid out in in a presentable and professional manner. The cv should be visually appealing and the text should be spaced out easy to read. Like as you taught us, that  context in our cv should be what the company required.
If you are applying for a specific job then you can tailor your cv to ensure that it is relevant to the job your applying for as mentioned above.
In relation to references before my studies l was under the impression that references had to listed on your cv. Through your teaching l begin to see the reality about how to write a good cv. However, l am now aware that references are to be made available upon request. In order to write a good cv ,you have to know the kind of job that you are looking for. By then you will know if your suitable for the job or qualify to apply. 
Finally, l have also learnt that including my skills, experience and achievements such as your awards is only necessary if it is relevant to the position. 
This is a concept that that l have found interesting as l previously believed that all achievement and hobbies should be on my cv.

                SECTION 2 COVERING LETTERS
I would now discuss what l have learnt about covering letters.
Covering letter are usually written with the purpose of highlighting why you are interested in the position.
A covering letter does not have to be lengthy but it must be detailed in explaining why you are suitable for the position.
When writing a covering letter, it must be customised to the position you are applying for and should not be generic.
Before learning about this topic l did not know much about covering letters and its purpose.
The covering letter is important because it is often the first document a potential employer will see therefore it has to stand out in order for the employer to gain further interest in your Curriculum Vitae.
INTERVIEWING SKILLS
On reflection of my past experiences of interviews I attended, I can say that little or no preparation was done before-hand. The reason for this apparent nonchalance was simply the fact that there was lack of awareness of what was necessary. I was of the assumption that interviews were simply the last phase of being recruited and that since I had been short-listed by the company by submitting my curriculum vitae and cover letters, not much was required thereafter. For instance, would present myself for interviews without any prior mock-interviews done with friends or family in order to get some sort of feedback. This resulted in the use of ‘em, em’ with each and every answer I provided to questions asked. This lack of preparation also caused me to appear disorganized in my view. I can only attribute these to absence of adequate knowledge of what was required by way of interview skills. I had no idea that additional work or preparation was required to get that job and it is no surprise then that a lot of the outcomes were not what I had hoped for.
With the new knowledge gained about interview skills, I am first and foremost aware that a lot of preparation is required to be the successful candidate at any interview. One such preparation requires one to perform research on the potential company where they hope to be an employee also an in-depth review of their own curriculum vitae. Additionally the interviewee needs to write down a few questions ahead of time that they hope to ask the potential employer when they are given the opportunity to do so during the interview. They might also consider going with a note book to write some key points they have noted during the interview (example, names of interviewer). The reason is for researching the company prior to the interview is that it shows some degree of genuine interest for the company on the part of the potential employee interviewing for the job. Example of areas the interviewee could research include when the company came into existence, their vision, mission and values. Other areas of the company that the interviewee might consider to for asking question is the work culture of the company or what a typical day at the organization might look like.
Interviewee needs to be comfortable and organized giving a summary of skills and knowledge they possess, and this can only come through practice mock interview. There is need to also have some preparation time answering potential interview questions ahead of the interview, some of which should be scenario-based (using own experiences). A thank you note after the interview is also essential.
Considering highlighted points above, I feel my interview skills knowledge has increased. I plan to continue accessing other resources on preparation guides, some of which are available online and public libraries. At this time, I feel better equipped for future interviews with interviewers and excited at the possible positive outcomes.
PRESENTATION SKILLS
My presentation skills in the past were certainly sub-optimal, on reflection of some of the past presentations I had given. For example in the past, I thought that all the points I had thought of for any presentation needed to be all written down. This made my presentation to be quite crowded and difficult for the audience to get the key points being presented. Other than the presentation itself, I found that I was also uncomfortable presenting to audiences of various calibre and the reason for this could be that I had not given enough preparation time for the presentation and as a result I was often quite anxious to say the least but the lecture has definitely made a huge impact on my ability to present.
Reflecting on my past performance during presentations, I have had to also access resources on the topic to avail myself with in conjunction with the lecture received. These along with guidance from others have prepared me to be a better presenter. If I were asked to present on any topic, I would ensure that I have a template that has a cool (like blue) or neutral (brown, grey) background in terms of the colour. The font used has to be large enough for the audience to read with ease as well. Additionally, the use of bullets helps limit the use of excessive words and crowded slides. Hence, use of bullets allows for more clarity and ease of reading on readers. The presenter also has additionally advantage of using speaker notes in terms of capturing other points that are best kept from the view of readers,  can be utilized during question and answer period.
In terms of presenting itself, by allocating time to prepare adequately, the presenter might notice they are more relaxed as I have found more recently. Creating room for audience to ask questions is also important in checking how receptive the audience is towards the presented material in addition to ensuring that they were engaged. Question could be initiated by the speaker or presenter also could be initiated by the audience. That said, it might be good practice to let the audience know what the expectation is for the presentation ahead of time. The essence of this is to avoid not finishing on time. Questions might need to be saved until the end of the presentation to also allow for better flow of the presenter’s thoughts.
With the current knowledge gained, I know to give adequate time to writing and giving a good presentation. The time required for the presentation preparation would depend on the topic itself. If I had to present at an interview, the time required would be different when compared to another topic like a health topic for instance. Some of this knowledge gives me the required confidence for future presentations.
CONCLUSION:
In conclusion, preparing very good curriculum vitae and cover letters ahead of job application is an important first-step to securing a job. This is because these are all the potential employers and recruiters have access to, and they have to be compelling enough to make one get selected for an interview. 
As already mentioned, the interview phase is another key step to actually ending up with a job of one’s dream. Giving adequate preparation time in terms of researching the company, rehearsing one’s personal skills and knowledge and seeking other’s feedback prior to the interview is something that cannot be overemphasized, as these have the potential to make interviewee to appear more poised during an interview. Finally, an adequate amount of preparation for presentations is essential, including some of the other points like using a neutral or cool background for the slides and using bullets for arranging one’s ideas and thoughts to mention a few.
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