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[bookmark: _Toc26362092]Introduction-
Reflective writing allows the participant to write about their personal experiences. The number one aim is to analyse the experience, focus on its excellent and negative causes, and formulate strategies for the next time it happens to maximise the discovery in or outcomes of interest.
In 1984, David Kolb published his model of learning styles, from which he created his stock of learning styles. The experiential learning theory of Kolb operates on two levels: a four-stage learning process and four different modes of learning. Kolb states that learning requires knowing abstract concepts that can be flexibly implemented in a variety of situations.  In Kolb's theory the impetus for the development of new concepts is provided by new experience. Kolb's concept of experiential learning style is usually defined by a fourstage learning process in which the learner "touches all the fundamentals".
 Concrete Experience - a new experience or situation is encountered, or a reinterpretation of existing experience.
 Reflective Observation of the New Experience - of particular importance are any inconsistencies between experience and understanding.
 Abstract Conceptualization reflection gives rise to new ideas, or a modification of an existing abstract concept (the person has learned from their experience).
Active Experimentation - the learner applies their ideas to the world around them to see what happens.
Kolb (1974) sees education as an interconnected system that supports and feeds each stage into the next. At any point, the process can be entered and followed by its logical sequence.
Effective learning, however, only takes place when a learner can execute all four of the model's stages. Therefore, as a learning technique alone, no one stage of the process is successful.
[bookmark: _Toc26362093]C.V Writing -
During various long and short exercises and the sessions for developing attractive CVs for the job postings, I have learned a lot about how things are organized and presented in an attractive format, the language and tone to be used in achieving the Best CV. I felt quite confident tackling the issues faced with reflective writing after being aware about important skills required to succeed in the highly competitive place. I felt that I will be able to achieve my goals of getting the desired position in my dream company. During the module, I have learned that reflecting back about the experience is a key to learning and it is definitely not a new idea. It is through reflecting about the actions at work and the concrete experiences in life that will lead you to recognize that the experience can forge a new way of thinking. 
While composing my C.V I had to overcome a number of challenges whether they are lack of work experience, gaps in employment or explaining a short stint that didn’t work out. This does not mean you’re not a worthy employee, it just means that I must find ways to explain areas that may appear negative to recruiters. To overcome these negative factors I was able to use the reflective theories taught in class.
Since I had a lot of experience with my career and had a lot of success and promotion over the last few years, it was easier to talk about, also I had to look at some of my older roles and see if I can condense them so it’s ideal to sell myself without boring people and hold the attention of hiring managers.
 But to overcome the challenges facing gaps in my employment and explain short stint that did not work out. I had to reflect on when I had take time out to travel, taken on a personal project or cared for a loved one, etc. I need to include this information and put a positive spin on it. Because of leaving unexplained gaps on your CV will arouse suspicion with recruiters, so you need to meet the issue head-on and explain it. Mentioning these issues shows that you’re ready to take on work again. Recruiters do not need to learn in great detail about a job from 10 years ago, so a short summary allowed me more room to describe my latest work, which is more relevant.
I recently decided to change my profession as I'm looking for a new opportunity in another industry. Reflecting on my skills and lessons learned from the classes, I did not decide in which trade my skill set could be used expertly, helping me to learn and expand my knowledge. I will use my knowledge of reflective theory to record my C.V to help me apply for the job I want in the future when I know what sector of work I want to do. With the right preparation and adjustments you can create a CV that sparks interest.
[bookmark: _Toc26362094]Cover Letter Writing-
During my module learning’s, I have gathered the importance of a cover letter when applying to any job role that is desired by the individual. A cover letter is an onepage letter that you include when applying for a job and should always be included, unless clearly stated by the job advertisement.
When writing a cover letter, you should:
· Find out who to address it to
· Introduce yourself
· Mention the job, or kind of job you're applying or looking for
· Show that your skills and experience match the skills and experience needed to do the job
· Encourage the reader to read your resume
· Finish with a call to action (for example, asking for an interview or a meeting)
Include a brief summary of how your skills and experience match the job description. Using the STAR interview response technique. STAR stands for Situation, Task, Action, & Result. Applying this method of answering interview questions, you can provide concrete examples or proof that you have the experience and skills of the job at hand.
STAR is an acronym for four key concepts. The applicant hence provides a comprehensive answer by using all four measures. The concepts in the acronym are as follows:
Situation: Describe the situation in which you took a job or faced a work challenge. Reflect on a situation that can be extracted from a work experience, a role of volunteer or any other relevant activity. Be as descriptive as you can.
Task: Explain your duty in this case. You may have to help the team complete a task within a tight time period, settle a dispute with a co-worker, or reach a sales goal.
Action: You then clarify how the mission has been accomplished or how you have tried to meet the challenge. Reflect on what you have done, rather than what your manager, supervisor or colleague has done.
Result: Finally, explain the results or outcomes of the operation. Highlighting what you have achieved or what you have discovered can be beneficial.
When preparing a cover letter, I will reflect on the experience required for the job using the STAR concept and list the skills required. Consider the job listing and similar job listings for e.g. of the skills / qualities needed or preferred and match the qualifications with those listed in the job listing. And find specific examples of openings when showing such abilities. Name the circumstance, mission, action and outcome for each instance.
[bookmark: _Toc26362095]Presentation Skills – 
Reflecting back at the group presentation we had to present to our class I have learned, Presentation skills are the skills you need to reach a range of audiences with successful and engaging presentations. Such abilities cover a variety of areas such as your presentation structure, your slide layout, your voice tone, and the body language you express.
Having had the experience in delivering presentation I can also say the importance of a well-organized presentation gives the impression that you know what you're talking about, you're earning the confidence of the audience and they're more likely to listen to you. Also involving with the audience, gets them interested, and give them a reason to listen to you by sharing a personal experience or relating to a recent event etc. A good convincing presentation will have a combination of facts and logic. Understanding your audience plays a key role in helping you develop your presentation skills. Learn all you need to learn about your subject. Review the key points that you covered. Streamline the presentation to make sure you're not moving beyond your allotted time. It is important to mention only the key points. Always make sure the presentations are not too long weather it is on your own or in a group and you can always leave time for any questions that the audience may have.
Conclusion-
My wrong notions and beliefs were replaced by correct beliefs that included better understanding of what should be written and what should be ignored in the CV.  I learned the technique of keeping things formal when expressing something in the CV. I was taught the right manner of presenting the information in the CV which gave me the understanding of the best formatting methods. And the importance of including cover letter.
The session by the teacher on the tactics of making the right cover letter has instilled in me the creativity part to make the project look more attractive. I have learned the creative skills to design the cover letter according to the requirements of the company. The learning’s from designing the cover letter helped me in matching my skills with the required skills in the job description that helped in achieving my career goals. In the other parts of the modules, the classes attended by me also made me skilled at preparing and presenting the presentation to the audience. Earlier, I was less concerned about the audience but now after learning about various concepts and strategies, I have learned the importance of caring about the audience before making any presentation. 
The learning’s in the modules have taught me the importance of writing text in the concise manner in the presentation as it makes the text more attractive and informative to the audience. In the various other activities, there were various exercises which were conducted to develop the interpersonal skills in the organization. Those activities inculcated the skills of interpersonal communication in me as it is the most important component in an organization. As the student of the module, I have learned ways of preparing the CVs, presentation, and Cover writing, it has opened ways for me to learn various tactics to achieve the results. If I would be given opportunity to attend the module again, I would ensure high level of concentration and focused during the class and would ensure that I take part in all the class activities.
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	Kularaj Kulasekaram

	27 Bedford Road Eastham London E6 2NL

	Mob: 0749 2737 914     Tel: 0208 4700 938     Email: k.kularaj01@Gmail.com




PROFILE
Passionate, confident professional with a track record of delivering excellence in customer service. Strong communicator with the ability to acquire product knowledge quickly. Highly motivated, offering excellent customer service and aims to exceed customer expectations at all times. Demonstrates great leadership skills with a responsible attitude towards business. Provide a responsive and co-ordinate service to customers and colleagues alike. Supportive and enthusiastic team player, regularly contributing ideas for service improvements.
KEY SKILLS / ATTRIBUTES
	· Strong organizational skills with a proactive flexible approach when managing change

	· Strong personal drive and motivation; provides high standards of work

	· Flexible and supportive team player, capable of working under pressure

	· Demonstrates meticulous attention to detail, and high levels of concentration and focus

	· Excellent customer service, communication and interpersonal skills

	· Demonstrates strong team working skills, with the ability to work to tight timescales

	· Computer literate; presentable and approachable

	· Meets challenges  with confidence, maintaining high professional standards



CAREER HISTORY
ALDI (South Tottenham)						  	     Nov 2018 - Current
Deputy Manager
· Assist the store Manager in achieving the highest sales possible in their store, whilst ensuring an efficient and co-operative working environment, excellent customer service, consistent store standards, minimal costs, optimum productivity, tightly controlled inventory and price change, strong due diligence, procedural compliance and accurate accounts.
· Authorise duties of all employees in their store and the working hours, time off breaks, as well as overtime if required, of all employees in their store.
· Determines reduced prices for last units of special products on sale plus authorise voids and refunds according to company procedures.
· Review and manage sales and productivity overview and complete cash sheet, employee’s hour’s form, and store memos as well as the cashing up of tills, manage deposits into the safe and hands over the cash bags to the security company also carry out till spot checks.
· Check for stock rotation and decide if all goods in the store are complying with health & safety and due diligence regulations, if necessary take products off sale.
· Also carry out individual task requested by the store manager, which are deemed necessity to the business.

Tesco Express (crouch End/Stratford)					     Dec 2016 – Nov 2018 
Team Leader
· Being the go to person for colleagues in the absence of a manager for their day to day quires.
· Understanding what may be getting in the way of individuals delivering great service and helping them to remove these obstacles.
· Providing constructive feedback and coaching to colleagues around department standards and the service they deliver.
· Delivering store routines, co-ordinating colleagues ensuring they deliver the daily priorities.
· Being knowledgeable of the stores KPI’s and delivering the practical actions required to achieve these and delivering all relevant store change plan updates to the team.
· Looking at ways to simplify our operating routines, assisting my manager to plan colleague and management working schedule and showing support to the local charity and events.
· Dealing with customer quires and also undertaking the admin role in their absences by completing all legal checks and paperwork’s are up to date.      

CO-OP (Tower Hamlets)						     April 2015 – Nov 2016 
Team Leader			
· Maintaining the store operation whilst putting the customer first. Taking responsibility in the absence of a more senior colleague so that effective management cover is provided all times and safety/security of the store, team members, customers, cash and assets are protected.
· Organise the work of Customer Team Members, and manage their performance on a day to day basis to create a knowledgeable, skilled and engaged team so that the highest standard of Customer service is provided. Also acting as a “store buddy” for new colleagues, so that they perform their roles effectively. 
· Implement stock control processes (e.g. goods received, stock movement and rotation) so that damages and losses are minimised, whilst maintaining on-shelf availability levels.
· Conduct due diligence procedures (e.g. Health & Safety, temperature, date and price checks, etc) so that the store operates in line with legislation and the safety and satisfaction of customers is assured.
· Implement cash control & security procedures so that colleagues and customer safety is protected. Cash and stock losses are minimised.
· Promote memberships; participating in local events and community initiatives so that company difference is known to the customers. 


PRIMARK (Oxford Street)						     Feb 2014 - March 2015
Sales Assistant
· Assisting in the overall running of the store / department and providing an efficient sale to customers.
· Serving customers at the cash desk, handling cash, cards for customers from abroad.
· Working as a part of a team cataloguing returns from fitting rooms, till bank and transfers etc. And delivering them to their department.
· Delivering new stock from stock room to sales floor plus price marking the reduced stock.
· Opening new stock and placing them in the stock room in their sections.
· Attending to customers on the shop floor to assist them with their needs.

QUALIFICATIONS
	· OCR Level 2, Understanding Business Enterprise Activities, Dorset (2011 - 2011)

	· City & Guilds Level 1 & 2, BCSI.T., Manchester College, Rochester (2010 - 2010)

	· Level 1 & 2 Motor Mechanics, Quest Apprenticeships, Chadwell Heath (2008 - 2008)
· Health and Safety training level 2 & Food Safety training level 2 (2014 – 2014)
· First aider level 1 & 2 (2016 - 2016) 



ADDITIONAL INFORMATION / INTERESTS
	· I enjoy playing football, going to the gym, spending time with my family.

	· I also like reading and researching on the internet.

	

	

	References available upon request
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In-class exercise 1: Cover letter writing
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be
returned to you at the next session. You will need to include a scanned copy of this exercise in the
form of an appendix together with you Task 1 (part of the Assignment for this module).

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.
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