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Introduction




This report aims to investigate by reflective appraisal three of the most common determinants of a future successful career on the labour market.  
The three selected elements are: CV Writing, Time Management and Cover Letter Writing. 
For a deeper study of the organic aspects of the three topics, I will choose the Driscoll Reflective Cycle as a tool. 
This model of reflection was developed in 1994 by John Driscoll, starting from the model presented in 1970 by Terry Borton.  
It is a reflective model frequently used in nursing and relevant to the field as it implies the need to issue a subjective judgment or opinion. (Mann, Gordon and MacLeod, 2007). 
I chose this model because it is very simple to use and, compared to other reflection models, I think it fits best with my way of seeing and understanding the daily challenges. I also found, exploring various models of reflection, that the tool offered by Driscoll, very supple, incorporates in three stages a large part of the questions proposed by other models.  
Another pro argument for my decision is that the Driscoll model very clearly suggests a final plan of action, by asking `` Now what? ``  
Driscoll Reflective Cycle is composed of the following questions and related actions:  
What? Followed by a neutral description of the event  
So What? Which determines a systematic evaluation, a critical analysis of the event  
Now What? Where lessons are learned, what is useful is decanted and personal solutions are proposed for the accumulation of knowledge or for avoiding similar situations. (Driscoll, 2007) 







CV Writing





I did not know much about CVs before I started studying Academic and Employability Skills. Yes, I had used it a few times, but I thought it was just a formality, a kind of introduction to a potential employer that must be treated without too many pretensions. In other words, I used a predefined format found on the internet for formatting my CV, simply leaving blank spaces where I could not give information or where the destination referred to things that seemed unimportant to the employer. 
I believed in myself that writing a CV is a waste of time and that an introduction to the employer through a simple “Hello” would be preferable on both sides.

I learned during the courses that the CV is a very powerful tool that, used properly, maximizes the chances of employment. 
Basically, the CV is a presentation, a brief summary of the knowledge, skills, experience gained, achievements and interests of a person looking for work, adapted to a specific job offer. 
This means that an individual's resume may be slightly different depending on the job he is applying for, as it will exclude parts or irrelevant experience. 
Also, a CV is in a continuous move or development, new skills, achievements or experiences are added to it as its owner acquires them over time:
 ’’People who spend years preparing to write their first C.V.s can then spend the rest of their life-times up-dating them’’ (Metcalfe, 1992)
It should be noted that a reputable author, Peter Morgan believes that: ‘’Well, firstly, there is no such thing as a perfect CV’’ (Morgan, 2020) This statement must be seen in connection with the permanent dynamics of the CV, with the fact that it will be modified to correspond to the exigencies of each job, to illustrate most eloquently the capacities that the job seeker offers.

I understand on this occasion that it is important and necessary to allocate enough time and resources to write a successful resume, its main technical attributes being a balanced visual logout, a maximum length of two pages, the use of bullet points (for a more relevant enumeration) and bold text, italics or underlining to highlight certain important features, avoiding a clutter or irrelevant text. Spelling mistakes, informality, using different fonts and dishonesty should also be carefully avoided.

In the future, I intend to apply all this knowledge to always have a CV as competitive as possible and to increase my chances of employability.


















Cover Letter Writing




‘’The cover letter and resume are both either sales tools or forms of persuasive communication. Each is important in creating a favourable impression that will lead to an employment interview’’
(McDowell, 1987)
Until recently, I had not used a cover letter at all and I had only a vague intuition about its usefulness. 
As in the case of the CV, I considered the whole story a waste of time without a practical result. 
Instinctively I felt the need for an introduction, it didn't seem very ok to send a CV to an employer without any specification, but I thought that the custom is so ingrained that it will be easy to go through the formalities. Anyway, I did not consider a cover letter indispensable when I had to send a CV to an employer, which probably brought me many disadvantages that I was not aware of.
A cover letter is a kind of business proposal, it introduces a summary that certifies it but, at the same time, it presents to the employer how he can benefit from the offered capacities, the gains that his company could obtain by this choice. 
Experts in the field emphasize the need to customize each cover letter to the detriment of using a standard letter, explaining that only in this way can one leave with a clear advantage over the competition. 
Writing a cover letter first involves research work, the applicant must find out details about the company and the goods or services it sells in order to get a clear idea of ​​its role in the organization. 
On this occasion, skills or hobbies can be discovered that are not seemingly related to the job and have been overlooked but which may prove relevant later. 
It is important to address the right person so it is preferable to find the name of the person who made the job announcement or the person in charge of it. This adds a personal touch to the missive and attracts attention, the employer will know that you gave all your interest to get that job. 
In the opening paragraph, the applicant introduces himself and specifies the job for which he/she is applying accompanied by a possible reference number. The next paragraph is to convince the employer that you know what they are looking for and create the conditions to highlight the skills they want while emphasizing how this skills can contribute to the success of the organization. Careful elaboration of this paragraph will demonstrate the enthusiasm to work together and share the same values ​​or style. 
The cover letter can be a useful tool to add extra information or to explain discontinuities in employment history and how these periods have influenced your professional training. 
The conclusion must include thanks for the time and attention given and an invitation to find out more details through the CV. A cover letter must be signed off in the right way.

I intend to apply all this new knowledge in the relationship with employers in the future in order to substantially increase my cover letter quality. By this, I will acquire a high level of employability and I am sure all the CVs sent will be taken into account accordingly.












Time Management




‘’Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension.’’ (Morgan, 2020)

I have always been quite disorganised and I have often found myself having to do important things at the last minute, which does not allow me to give them the attention I would have liked. 
Often I felt acutely lack of time and I had to give up important opportunities due to this. Although I instinctively learned to schedule and prioritize things to do, the lack of a proper tool spoke for itself by missing many opportunities. 
For this reason, I have often given important people for my future the feeling that they cannot rely on me or that I am not serious, which has made me at times less confident in myself and my abilities. 
Also, missing deadlines due to lack of time often made me think of a solution to counteract this unpleasant situation.

At the University of Trinity Saint David, I learned about the principles of time management, about the effective use of time and about reducing time wastage. 
SMART Goals is a method that evaluates the goals we have, analyzes the chances of success and creates the premise for choosing feasible goals that can be met in all respects (Specific, Measurable, Achievable, Realistic and Time-Related ) thus avoiding wasting precious time on fancy goals, with little chance of success or a very high cost in terms of time or resources. (MindTools, 2009)
Once the objectives are set, the effective time management process begins by developing a daily and weekly to-do list that includes all the activities that need to be solved. This will include specific tasks, daily routine, meetings or things postponed but to be done. Temporary coordinates are assigned to each task. If they are not known, for example for a new task that has not been performed yet, a realistic estimated time is used. 
Enough time must be reserved in the daily list for interruptions, the rule being to allocate only 70% of the time, the rest is intended for syncope or other events or unforeseen interruptions. Particular attention is paid to prioritization by the Eisenhower method. Developed based on the "Eisenhower Principle", this method divides daily tasks into two categories: Important and Urgent. 

Important are the activities that help us or have a net influence on the achievement of our academic, professional or personal goals, their successful completion is directly related to these tasks.
 Urgent are activities that require immediate action and have immediate consequences if not resolved. 

The delimitation of daily activities in the two categories is called prioritization and has the consequence of eliminating the consumption of time for tasks that can be delegated, postponed or even cancelled. Because both categories intertwine in daily life, the Eisenhower method defines in order of priority the following subcategories: 

· Important and Urgent: Tasks with an immediate impact on the objectives of great importance and which must be given maximum priority. 

· Important but not Urgent: These are activities that contribute to the achievement of the ultimate goal but whose impact is not immediate. They must be given enough time to complete them thoroughly and not become urgent. 

· Not Important but Urgent are the tasks that distract us from fulfilling our goals, they are a time-consuming obstacle and can be postponed, rescheduled or delegated. These are associated with the needs of other people, in which case a polite refusal or just advice on how to solve the problem themselves is a solution that does not consume resources. 

· Not important and Not Urgent are activities that can be ignored or avoided, do not lead in a constructive direction and are time killers. (Mindtools.com, 2019) 

Monitoring results is the final stage of a time management plan and involves an assessment of the success of daily tasks. In case of a negative result, the reason is evaluated and the task is rescheduled for the next day with the necessary corrections. 
Due to this knowledge that I have already started to apply, my time is much more organized, I manage to better manage my daily tasks without being put under pressure and I eliminated or delegated goals that were not important to my future while intensifying the effort required to achieve those of major importance.
 



Conclusion





CV Writing, Time Management and Cover letter Writing are elements with a major impact on employability, two of them being essential at the very first contact with the labour market. Lack of knowledge on this matters or treating them with a certain superficiality leads to syncope, failures and lack of confidence in their own strengths and possibilities. The deepening through study and the academic approach of these elements leads to the development of skills and a substantial increase in the competitiveness and the chances of success on a professional level.
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