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1. Introduction
I have always had a bit of fear from job interviews. This was mainly because I was afraid of the questions, they will be asking me and if I will be prepared enough to answer. The unknown was terrifying, and I have missed some great job opportunities in the past because of it. When I started my study at Trinity University I signed for the programme- Certificate of Higher Education in Skills for the Workplace, because I wanted to support my past work experience with academic qualifications and develop my social and public speaking skills. I was particularly interested in the subjects that will develop my employability skills and will help me develop and enhance the skills and knowledge, that I have developed generally though life and jobs I had in the past.
Recently I applied for a job that I was really interested in. One of the questions I was asked was how I will use the skills that I developed whilst studding and how they will help me in my job if I am successful candidate? I did not want to give a complicated answer, so I just said that I strongly believe that I write good reports and I am good at finding, analysing and critically evaluating relevant information and draw an appropriate conclusion. Moreover, I stated that I am good at getting my point across. I also said that my study helped me developed my analytical and critical thinking and helped me work better under pressure and within tight deadlines. I could say that my interviewer was impressed and very satisfied with my answer.
In this report I choose four different topics that we covered in the ACE module that were particularly important for me and I will use the GIBBS reflective Cycle to analyse how they were useful to me.












2. Task- academic report
2.1 Short overview of the GIBBS reflective Cycle (1988).
Professor Gibbs developed the reflective Cycle in 1988. The model is named after the creator and serves a simple purpose- to learn though experience with six stages of reflection. The model focuses on learning from past experience either good or bad. The model is originally developed to draw learning from repetitive experience; however, it also works well with unique experience in my opinion.
Below I have illustrated the six stages of reflection.
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Why did I choose Gibbs reflective cycle?
In this report I will be applying the Gibbs reflective cycle to my four chosen topics from the ACE term- CV Writing, cover letter Writing, Writing reflection on progress and public speaking and giving presentation. Experience is not always enough, sometimes is more useful when you reflect upon the experience in order to learn from it. I chose the Gibbs cycle because it is one of the most popular reflective techniques and because it is particularly useful to me. It simply displays and divides the stages of the reflection upon good or bad experience. The questions are particularly useful to me as well, as they give me simple guidance of what I need to consider at each stage. In a nutshell I see the cycle as easy to follow.

2.2 CV Writing
In Week 2 we had a topic covering CV writing as part of developing the employability skills and learning how to highlight and enhance our strengths and turn our weaknesses in opportunities for development and personal growth.
· Description- we had to write a CV for a job. At first, I thought the task will be easy because I have a ready CV I use when I apply for a job, but we had to write not just a CV but a standout CV. I had to write a CV that will grab the attention with the first sentence. 
· Feelings – I felt extremely insecure as after I researched the recruiters’ statistics and studies, I found out that recruiters spend 6-8 seconds per CV before they even decide should they read it or not. I was frustrated as it was a tough challenge for me, and I am not good at writing a captive introduction.
· Evaluation – after a bit of thinking I realised that it will not be that bad at all. This task will be useful for me because I can use the feedback from the task and it will highlight to me what I am doing right and what I need to improve.
· Analysis – the reason I though my CV won’t be good enough is because I don’t have much experience in writing CV in general. I was more focused on writing something than writing something meaningful.
· Conclusion- I learned that practice makes it perfect. Writing more CV’s will improve my abilities to build a good CV that will be interesting to read and will be standing out from the hundreds of CV’s applicants submit every day.
· Action Plan- I have decided to look for a job in the software engineering field once a week and write a CV for it. This will help me build my confidence in writing my CV. I have also decided when applying for a job not to use the same CV but write fresh one. I would read the job description carefully and I will put my strengths that match the job description at the top so the recruiter has motivation to keep reading my CV.

2.3 Cover letter writing
In week three we moved to cover letter writing as this is the supportive document that is usually required by the recruiter alongside the CV. It was not mandatory to be sent to the tutor, but I thought it will be useful for me.
· Description- I had to write a Cover letter for a job that will be personal introduction and it will go along the CV. The Cover letter had a purpose of motivational letter describing why I would like to work for the company and why do I think I am suitable candidate.
· Feelings – I felt very exposed, and I was dreading at first because I knew that the purpose of the Cover letter is to sell yourself and show your passion for the job and the company. I had to write it in a way that will show me as well- integrated person and suitable applicant. 
· Evaluation- I realised that I am not in the worst possible situation. I had an old cover letter I wrote years ago for an internship, so I had a starting point. My cover letter was couple years old, so I realised that I have gained loads of experience and qualifications since then. 
· Analysis- I thought my cover letter will be good because I had an initial draft I can work with. Moreover, I had gained more experience and I thought this will make my Cover letter more engaging and not so boring.
· Conclusion- from writing the cover letter I realised that this will be positive experience and I would not be so terrified in the future from writing cover letters.  I will always save my drafts so I have starting point and I will be able to track my progress that way.
· Action Plan- I used to choose jobs that the cover letter is optional, but I will be applying cover letter within the CV from now one because the cover letter gives a bit more information for the person behind the CV and I believe it will make me more successful candidate when applying for a job.




2.4 Writing reflection on progress
I am used to write descriptively- what I did and how I did it. Reflective writing does not come naturally to me as it is related to reflection of what I have done and what did I learn from it.
· Description- In week six we had a practical exercise related to reflective writing on our progress so far.
· Feelings – I felt I will fail the task because I am not good in reflecting upon personal experience and progress. Reflective writing is difficult for me as I have to express my own feelings and evaluate my performance and I have always struggled with self-progress tracking and self evaluation.
· Evaluation- writing a reflection on progress will be useful for my learning because it will track my progress and how I have achieved it. It will also highlight what was useful throughout the process of learning.
· Analysis- writing reflection on my progress showed me how much I have actually achieved and how much I have developed since the start of the academic year. It also highlighted to me where I can use my potential to improve and self-develop.
· Conclusion- by doing this exercise I realised that reflective writing is powerful tool as it allowed me to critically evaluate my employability skills as well as think about my strength and weaknesses as well as my opportunities of improvement. It also allowed me to recognise my current achievements and how I can use them in my favour in the future.
· Action Plan- I will use reflection upon experience more not only in my academic and work experience but in everyday life as well. Academic and work reflection will help me develop my critical thinking skills and improve my future performance. Reflection in personal life will help me transform my perspective and can even help me strengthen my relationship with my family and friends.




2.5 Public speaking and giving presentation
In week seven we covered the importance of public speaking and giving presentations. 
These are vital employability skills as in every job sooner or later people end up in a situation when they need to either present or talk Infront of an audience.
Description- We had to speak in front of the class and cover certain topic. For this topic, I choose an example from another module as I want to display how difficult for me is to speak publicly and engage with audience in general.
In one of my other modules, I had to participate in a role play that simulates a job interview in a timeframe of 20 minutes. I had to pair with another student, and we had to play both roles- interviewer and interviewing in front of everyone else and the tutor.
· Feelings- I was terrified at first because I am not good at public speaking. I feel very exposed and vulnerable because I am not generally good in engaging with others, and I am very quiet and closed person. I also think that my body language is not very friendly, even defensive when I am in unknown environment.
· Evaluation- I think I performed better as an interviewee as my partner was leading the conversation. I realised that on some questions I could simply answer with yes or no and could not engage in a conversation any further.
· Analysis- although it was a good experience and practice, I realised that both me and my partner were not calm and this reflected our performance. I was struggling in the interviewer role as my questions were basic and did turn into a discussion with my partner.
· Conclusion- I realised I had to focus a lot on my body language as well as my appearance. I should be more friendly and open as this will indicate a future employer that I am easy going and I work well with others. 
· Action Plan- the feedback I received after the role play will be my aid for personal development and improvement of my public speaking and giving presentation skills. It was highlighted to me that if I want to be a good public speaker, I need to work on my body language, practice my speech and learn techniques to repress my stage fright as my emotions affect my performance.




3. Conclusion
  Employment is unavoidable stage of everyone’s life. In today’s dynamic economic and after the pandemic the employment market became very competitive and overcrowded with candidates. Strong employability skills are vital not only because of the increasing competition on the human recourse market, but also because of the increasing demands of business structures for candidates that are not just suitable fit for the job but also flexible and adoptive. 
Academic and employability skills module was particularly helpful for me as working on my personal growth has always been tough for me and the module gave me good guidance and structure I can follow for self-development. It also made me realise that practice and experience have to be followed by reflective approach because I discovered that I learn more from reflection upon experience and not just experience.
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