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DISCUSSING TOPICS 

The purpose of this report is to evidence my understanding of the topics that I studied in terms one and two. For this, I had chosen the following topics :

1. CV writing 
2. Problem-solving
3. Team management
4. Reflective writing
5. Cover letter



1 . CV writing 
  Curriculum Vitae or The Cv means a course of life in a Latin language and is a detailed document including an academic and professional history of a person.
Employers usually ask their candidates to send a CV so they could get to choose from a wide range of applicants depending on their requirements. This way employers get to pick the right person for the job.
The CV includes specific professional data but some personal background also.
Structure of a CV :
The CV includes information such as academic history, licenses, professional experience, qualification skills, awards received, publications, professional associations, grants, fellowship, and contact details.
The CV doesn't have to include hobbies or interests but it could help the employer to get to know the candidate much better and use the additional information to help decide if the candidate is the person they are looking for.
The data about academic records and certificates must be relevant.
The CV is meant to be the first impression the employee is making. Due to the high competition, nowadays it's vital to have an effective written CV. 
The competent authority of every company is sorting CV’s and based on the way you’ve written yours, you might get rejected or called in for an interview.
Consider having the CV written is an optimistic approach to the work while applying for a specific job, it gives employers a glimpse of the true potential of the future employee. That could help them to assess the potential of the future collaboration, and decide if the candidate could fulfill tasks and goals fitted for a job.
It will help the candidate perceive their weaknesses while writing the CV’s.
A good CV attracts more consideration from a prospective employee, providing a stronger opportunity based on our experience and studies to get more easily.


As another topic, I have chosen problem-solving.
2: Problem-solving represents a skill that involves our full attention and demands more ideas.
The problem solver is a person with vast experience in the field where their skills are demanded for certain issues that may come in the working-progress.
Problem-solving -where people cant find efficient solutions to problems that hurt the overall progress of a process.
A variety of stages of problem-solving are available.
DEFINING THE ISSUE
INNOVATIVE IDEAS PRODUCE
IMPLEMENTING AND REVISING TACTICS
PLANNING SOLUTIONS
People must be available to recognize the depth of the problems that affect their perceptions.
Problem-solving is a technique that requires finding effective solutions to issues at the workplace.
It includes the employee acquiring thinking skills to identify problems and find the way plan to solve them.
The stages of this technique consist of defining the problem ad innovative ideas, implementing and evaluating strategies, and planning solutions.
The employee need to comprehend facts from the personal approach, to get to understand the true size of issues.
Perceiving hidden causes of the problems is useful for them and they could consult with the relevant stakeholders to acquire important details about the problem.
Solving problems require employee to concentrate on efficient solutions. Finding the main issue might be challenging but after enough data had been collected, the next stage might be processed.
The next stage introduces generating solutions for the problem while making sure they are practical and sensible.
Both short-term and long-term are considered good substitutes meanwhile are assessed to find out which one is the best. The competent employee would start implementing the best alternative to the issue for the best possible outcome.
It's mandatory to constantly monitor at this stage to make sure as the solution might fail, for various reasons, so it needs to be sure it successfully succeed.
To solve the problem at the workplace it is very important to make quality time to communicate with the employees, always the communication it’s the best, face-to-face communication, phone calls, emails, also setting appropriate goals and expectation, sharing ideas and your experience its always the best description that we can use with our employees and communicate the priorities.
Another very important is encouraging productivity and creativity.
Always asking questions and finding out how the employee works the best, how are they working with the team or from home occasionally.
Solving the problem at the workplace involves finding out every aspect of the problem, question yourself to find out: where the problem starts and what is the main issues if it's affecting one person or many, how and how long has the problem been going on.
It's important to start analyzing the impact of the problem at the workplace. The next step is to find many possible solutions and evaluate them, always choose the best option, and put up a plan to solve the problem. Calmly develop the plan and take action, it's mandatory to not skip any stage. After implementing the solution, the most important thing is monitoring the progress to see if the plan works or not. If the solution is not working as expected we can always start over.

As another topic as have chosen Team management :
3. Team management represents a skill that allows us to be better prepared in our projects and allows us to prepare a certain itinerary and to be able to attend meetings.
This is a personal skill that we develop in a certain time frame. This skill is a must in all organizations and therefore is a must. Proper time management allows us to be better prioritize projects and focus on incoming emergencies or must attend projects to work together as a team. 
Inside a business time management is always a must, mainly all the employees are requested certain levels of time from the team and managers as well.
Successful team management ensures that all people work in partnership to achieve their shared objectives. This also ensures that duties are performed by a team within a specified period and an estimated budget.
Team management is about honesty, leadership, organization, and also about interpersonal communication.
Team management relates to the capability of people or organizations to manage, as well as to coordinate multiple individuals to carry out a given mission. Successful team management requires collaboration, goal-setting, and effective communication and performance evaluation.
The goal of team management is to maximize employee job satisfaction as team members will rely on each other for the successful execution of the project. Team management also encourages new ideas and knowledge as team members share their perspectives with their colleagues. Team management increases the total efficiency of the workers of the company.
Team management needs to have good communication for a productive and cooperative team.
The best team is the honest team and constructive, feedbacks have an important role in the team of members feel confident to voice concerns and communicate with each other.
Giving feedback is the best way that someone can support to develop a professional and persona.
At my workplace team management is one of the best team that I ever meet, we always have meetings and share what is good what is less good in our place, always we came with the best ideas that we have and share when someone has an issue or don’t find the best way there is another that can help in many ways.
Is important to allow the members of the team to cooperate. There are likely to be a lot of different abilities on your team. Ensure that these diverse skills are used by ensuring that everybody is aware and initiatives. This way members of the team can work together anywhere they feel they can add value.



4. Reflective writing 
What is meant by reflective writing?
Reflective writing draws on the learning process of the writer seeks and identify the purpose and meaning of the learning experience, mainly for the writer (Fink 2003 cited in Kathpalia and Heah,2008) 
Members may also use reflective writing to express both their options and emotions regarding a particular incident. This further opens up the opportunity for gaining the necessary self-knowledge needed to encourage the growth of one's career.
Reflective writing aims to assist you in learning for a specific practical experience.
Reflective writing allows for one to write down some of the thinking that they have done during a practical activity, such as selling a commodity.
Reflective writing is significant in that it takes into account the idea of reflective thinking which helps people to address challenges that hinder their overall career development( Koshy et al.,2017)
People are also encouraged to look further into problems as well as explore different assumptions, views, behaviors, and values so that they can rely on an alternate viewpoint.
Reflective writing is a process. Reflective writing is a juggling act with a variety of variables at play, these include definition, review, perception, evaluation, and potential future use. Reflective writing requires writers to manage their personal experiences with examples of profound, critical thinking as they draw connections between concepts, experiences, and learning.
The definition process involves individuals giving a brief description of the subject. It is important to provide the target group with a better understanding of what they are going to hear about. The perception stage focuses on the thoughts that a person jas about that event or subject. In this case, they are expected to classify what went well and what was not suitable. The evaluation stage means that people highlight the different solutions that should have been implemented. In this sense, both general and particular evaluations or observations are often written down by members. They will evaluate how reflective writing in the future can bring necessary improvements.

5 . Cover letter 
The cover letter refers to a tool that is typically prepared by persons to present themselves in a distinctive and personal manner when applying for a particular project. A cover letter introduces you in a more personal way, complementing your resume or curriculum vitae, expanding on both your qualifications and accomplishments and showcasing the range of your greatest career achievements.  Although personalized, the cover letter for a resume should still be tidy and visually arranged.
The main purpose of a cover letter is to provide an adequate introduction of self along with the kind of job one is looking for applying for. The cover letter requires the interpretation of the skills and experiences of one person to make an analytical comparison with the required lever or skill for the applied job profile. The cover letter should be a free-flowing process of persuasion that is required to persuade the reader to read the resume attached too. A good cover letter should have a succinct start followed by highlighting the right experiences along with showcasing the skills to make the entire letter more intriguing.
On the other hand, a cover letter must have the date and credentials of the contact person with proper salutation to make it more acceptable to the reader.
Another main thing while writing a cover letter is to ensure that is completed within one page as any longer than that can end up being monotonous for the reader to hinder the employment opportunities.
The personal cover letter adds more justification for the factual resume and it is also meant to express and demonstrate the interest of the job seeker.
Cover letters can help to explain the gaps in education or experiences mentioned in the resume to stand out among the other job seekers.
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