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Introduction
The purpose of this report is to analyse certain academic and employability skills that I have learnt as part of my course this term. These skills are needed to secure employment in my industry of health and social welfare. I will be demonstrating and reflecting on the new skills I have acquired this term and will endeavour to demonstrate how my improved skills will be useful as it relates to my career development. The skills that I have learnt and improved on are the writing and presentation of CVs and cover letters, which will help to enhance my ability to obtain employment. The purpose of a CV is to inform the recruiter of my employment history, educational background and skills, as well as demonstrating that I have uniquely met the criteria for the role. A good CV should explain how my achievements, background and skills are aligned to the open position, thus making me an attractive candidate to the organisation. A cover letter compliments my CV, and it will be the first introduction that a prospective employer will have to me, it summarises my specific interest in the available position and the     reasons why I believe I am suitability qualified not only to join their organisation but also thrive within it. The skills that will be analysed within this report are the skills that I have learned and improved on, and I will be referring to the four-stage reflective cycle published by David Kolb in 1984 as part of this report.
According to Kolb 1984, the learning cycle consists of four stages starting with a ‘Concrete Experience’, this involves having an experience of a particular exercise e.g. having performed a task or a project. You stand back and look at what you have learnt positive or negative from completing that exercise and reflect over the process. The second is ‘Reflective Observation’ the process whereby you reflect on the experience you gained on a given exercise or project. At this stage, several questions are asked by yourself and other involved within the exercise as to what was done correctly and incorrectly and why such outcomes occurred. The third is ‘Abstract Conceptualisation’ which is learning from, and analysing, the experience gained from doing a project. Our learning experience is the basis of the three stages mentioned, after evaluation and review of the three stages, at this juncture, the learner compares what they have done and reflects on what they already know. The fourth stage ‘Active Experimentation’ forms the process of a new cycle. The principle of the cycle is that we learn through experience and discovery. This is when the cycle of learning starts again, using the new understanding to predict future learning processes.
CV Writing
I have learnt the purpose of CV writing is not necessarily about me the candidate, it is rather about what the employer is looking for in a candidate. In the past, I was of the option that the purpose of a CV was solely for me to advertise myself to prospective employers, instead of meeting the needs of the prospective employer. However, after studying the reflective model of Kolb 1984, I have reviewed my ‘Concrete Experience’, i.e. my past experiences of constructing a CV and submitting it for a job application. Following that, I identified areas where I have made errors as well positive areas as it relates to my past CV writing, which according to Kolb’s reflective cycle is called ‘Reflective Observation’. 
The next stage in my learning process was for me to identify areas for improvement and ascertain ways in which I could introduce positive change to my CV. This stage is known as ‘Abstract Conceptualisation’. As a result of this analysis, in the future, I will endeavour to better demonstrate how I meet the criteria of the employer which should materially increase my prospects of securing an interview with the chosen organisation. I now appreciate that my CV needs to make an impression in a very short amount of time, therefore presentation is vital to capturing and retaining the reader’s attention. It is likely that the employer will be inundated with CVs for the open position and may conduct an initial filtering process based on how the CV is presented and whether the information is easily digestible. Previously, my CV was drafted to include as much information as possible about my work history and achievements, I now understand that to enable my CV to progress it needs to be eye catching, inviting, relevant and the solution to the problem of the organisation, with all of the key information within my CV clearly and thoughtfully laid out. 
Recruiters are seeking diverse skills, qualifications and experience in the ideal candidate, therefore all the aforementioned must be taken into account when putting my CV and cover letter together. When compiling my CV, I must make it relevant to the advertised role by familiarising myself with the job description. Additionally, I will study the person specification within the job description to work on my achievements and transferable skills to meet the needs of the employer. The personal specification may be divided into ‘essential’ and ‘desirable’, I will ensure that my CV is tailored and drafted to demonstrate how I meet most, if not all, of the essential specification.
CV writing is a process almost everyone who plans to make a job application has to do at one point in their working life. My CV is aimed at convincing my prospective employer of who I am, what I have to offer in the way of work experience, qualifications, skills and achievements. It should convince the employer that I am a candidate who should be considered for the formal selection process. Before putting my CV together for a specific role, I will research the organisation online, and through other relevant materials, to familiarise myself with their mission statement, core values and corporate principles as well as to gain a better understanding of what they are looking for in a candidate. 
My CV will be laid out in sections with headings and will be clear and concise. The document should be in readable font size, with headings in bold, italics or underlined where appropriate and will include my personal details such as name, address, telephone number and email address to enable the recruiter to identify and contact me as and when required. My CV will begin with a personal statement which will tell the recruiter where I stand in my chosen career, I will also outline the value I can add to their organisation, my career aspirations and aims. To further strengthen this section and ensure that my CV is aligned to the needs of the recruiter, I will select a few skills or qualities relevant to the post from the job specification and demonstrate that these are qualities that I possess, noting that these can be evidenced by the responsibilities undertaken as part of my prior work experience and that these are transferable skills. I will also supplement this by conducting independent research to identify any other qualities or values which may not have been included in the job specification but are perceived to be important to the organisation. Doing the above, will give the employer the impression that I am suitability qualified for the role and indicate the strong desire and passion that I have to join their organisation.
After the abovementioned section, my CV would set out my work history highlighting my specific responsibilities within previous roles and refer to my key achievements within each of these previous roles and the relevant skills demonstrated that fit the advertised position. According to Cottrell, S (2019 p:19) I should assess all my previous responsibilities with a strong focus on including those which are relevant for the specific role, showcase my abilities and personal qualities in the strongest light and consider omitting those which may not have any relevance to the position being applied for. To ensure this information is easily digestible it will be laid out in bullet points, and key achievements, together with relevant skills, will be highlighted in bold or italics to draw its attention to the recruiter. My employment history will be followed by my educational history which will list the academic institutions I have attended and include all the educational and professional courses I have completed that are relevant to the post applied for. 
My CV will be concluded with a short section on my recreational interests and achievements, languages spoken, other certificates, driving licence and hobbies. I will also inform the recruiter that references are available upon request, this will provide them with the reassurance that they will able to verify the statements and information contained within my CV if necessary.
Cover Letter
A cover letter is a document that is sent alongside a CV or a job application to complement your application. It helps to sell your application and act as a personal introduction to the recruiter. A cover letter is vital as it gives me the opportunity to explain to the recruiter why I am the best candidate for the post. As part of the covering letter, I will mention the job I am applying for, confidently explain how my skills and experience fits the role and match the recruiter’s expectation for the selected candidate. I will finalise the letter by inviting the recruiter to review my CV and expressing my desire to showcase my skills by attending an interview.
Initially, I thought of a cover letter as more of a formality and did not truly appreciate the value that it adds to my overall application. I have learnt and now understand that a cover letter is the first impression that I leave with the recruiter and the importance of ensuring it is drafted to capture the recruiter’s interest. It needs to be presented in a clear and concise way, brief and to the point. According to Amber Rolfe, 2019 (How to write a cover letter), the cover letter is a critical component of the vast majority of job applications, which will ultimately entice the reader to want to invite you to an interview.
To ensure that this aim is achieved, I will strive to make my cover letter interesting and impactful but not more than a page. It will include my personal details and mention how I became aware of the open position. Where possible, I will endeavour to research and make sure I have the name of the person who will be reading my application form. Most advertisement will probably have the name of the person to whom to address the application.  If it does not, I will attempt to call the employer to ask whom to send the application to, to personalise my application. 
I will start my cover letter with my personal details and then the contact person’s name, address title, salutation. The opening paragraph will focus on introducing myself and the purpose of writing. This will be followed by the body of the letter, which will include the post I am applying for and how the post was brought to my attention. The second paragraph will outline why I have decided to apply to work at the particular organisation, what I would like to achieve within the organisation and relevant industry, and address how I meet the organisation’s need, matching my skills and experience to the person specification. 
Conclusion
According to O’Donnell (2019) an applicant should endeavour to be outstanding, dazzling and attention grabbing by telling a story of how the company’s missions and values resonates with him or her, as recruiters are overwhelmed with mundane CVs. CV and cover letter writing is a process almost everyone who plans to make a job application has to do at one point in their working life. My cover letter and CV should complement each other and set out to achieve the goal of obtaining an interview for me by answering the recruiter’s demand to fill an open position by demonstrating that I am uniquely qualified to perform the role. I appreciate that I am competing with numerous other candidates and therefore must make it as easy as possible for the recruiter to review and digest the information presented to ensure that I remain in consideration for the position. Ultimately, when approaching the exercise of CV and cover letter writing, I must empathise with the recruiter and construct both documents so that it is clear I am a candidate who will solve their problem, by doing that I significantly increase my chances of obtaining employment.

















Referencing
Kolb, D.  (1984)  Experiential learning, Reflective model according to Kolb
Cottrell, S (2003). Palgrave Study Skills, Skills for Success Personal Development and employability. New York: Palgrave Macmillian.
Cottrell, S (2019) 50 ways to boost your employability
Rolfe, A (2019) How to write a cover letter https://www.reed.co.uk/career-advice/how-to-write-a-cover-letter/ 
O’Donnell, J.T. (2019) www.workitdaily.com
Holmes, K. What Employers Want: The Employability Skills Handbook
Certificate in Higher Education: Skills for Workplace Student Yearbook SAGE Publications (2015) Andrew Maund, Michaela Schriek, Paul K. Tinkler  www.sagepublishing .com
The Business Student’s Guide to Study and Employability: SAGE Publications study.sagepub.com/Morgan (2017) Peter Morgan



















Appendix






Academic and Employability Skills

Linda Adeyeye 	Pg. 4 	1818266
[bookmark: _GoBack][image: ]
image1.emf














image2.emf






image3.png
Mini-presentation Feedback Form
Student presenting: Linda Date: /9/12/ /5

SCORE: 5=Excellent, 4=Very Good, 3=Good/Average, 2=Poor, 1=Very Poor Time management
Topic: = S s[a EH B Comments

T Good start wnth Story

| Wo nles!

Wor afraiel b show
peseatiry  ©

O Magbe link /o Some

O | reseanch on Raopic T

o

w

The presenter delivered the materia! in a clear and structured manner
[ The presenter was knowledgeable about the topic and any refated issues
[_The presenter maintained my interest during the entir presentation
The presenter was enthusiasic about the topic
The presenter was well organised and prepared |
| ye contact was mainained
[ Body language was sppropriste
Time for presentation used effectively -
The presenter was abl o presen the material without excessive dependence on notes |
[The volume was appropriate - i
The presenter spoke clearly T
|__The pace of speech was natural
There was a clear introduction
There was a clear conclusion

ECE
olog

o|ojojo|

o
(=]
i=]
o

=

|

|

|

.
®/q 0o/o/w/k/olo)
oojojo/ojo

oolojo/oo|
+——
|

000D

/S

UU‘DDUNQND

oojololo|
ooloo

0B

The presentation contined good examples
Content was refevant o the topic
| Relevance to the module

—_— |

a
sate
o

OVERALL PREPARATION o || LECTURER PLEASE SIGN AN DATE iN
| THIS BOX TO CONFIRM COMPLETION
POINTS AVAILABLE 100 OF THE PRESENTATION.

POINTS EARNED __
GRADE __ % | = —

Please note the above grade is for general feedback purposes only; you stil need 16 refiect om This oo





