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Introduction

This is a report on the things I have learnt while attending the Academic and Employability Skills course and I will be reflecting on how useful these topics for me. I am going to talk about three of the topics we have covered - how they have impacted me and how I can use this knowledge. 

The three topics are:
1. CV writing
2. Cover Letter writing
3. Public speaking and giving presentations
In the future I am planning to continue my business studies as I want to start my own business. So I will be talking about how the topics studied during this module could help me with this.  I will be using Kolb’s Learning Cycle as my method of reflection.
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CV Writing

“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.”   (Morgan, 1997)

A strong CV is halfway to getting the desired job so it should stand out. In order to do that, the CV should be well-presented, accurate and concise. It should also be tailored to the job I apply for and therefore a research is needed before submitting it. Best way is to hit the browse boards looking for the in-demand skills and knowledge required in the industry.

Another import thing is the structure of the CV and how easy to navigate it is. It should be kept simple when it comes to font type, font size, colours used.

 The CV must include:

· Name and professional title
· Email Address 
· Contact telephone- Mobile or Home 
· LinkedIn ((Maund, Schriek and Tinkler, 2017)
· Personal Statement- brief overview of who I am in terms of skills, experience and knowledge, highlighting the qualities that match me to the role
· Work Experience (Dates- month and year in reverse chronological order, job title, key duties and achievements)
· Education and Qualifications (title, dates -most recent listed first)
· Additional Activities and Responsibilities- relevant skills gained
· Hobbies and Interests – what I enjoy and what motivates me 
· References available upon request (usually two, one academic and one from a previous employer)

           The formatting and spacing are very important. The standard length of the CV is two
            pages, each section should be introduced by a bold heading and font type should be 
            Arial or Calibri. The CV has to look professional and easy to read.  
                     

According to Nicky Ackerley in her article “How to write a CV” , the acid test for a well written CV is :

1. Is it clear?
2. Is it positive?
3. Is it truthful?
4. Is it attractive?

Some of the things listed above were new to me when I began studying CV Writing. I have written a CV before but now I realize I have not covered all musts. For example, I have never included the Personal Statement because it felt like bragging and that everyone was using clichés. I learnt that if you keep it succinct, answer the key questions, focus more on skills you would bring to the company and less on your own attributes it can have a big impact on the recruiter. I will definitely update my CV to include this gained knowledge. 



Cover Letter


“A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.”  (Morgan, 2017)
The aim of the cover letter is to summarise why you are qualified for the role you apply for. It is the first interaction you will have with the recruiter and it needs to engage him into reading it to the end. The first impression is important and the cover letter is your chance to get your personality across. It has to make the recruiter curious to read your CV.
Attention-grabbing cover letter will ideally connect us to the recruiter on a personal level. The more personal the cover letter is, the better. What you are looking for is to create an emotional reaction, a connection so you are not just a piece of paper anymore 
1) Tell them how you came to learn what they do is special, how you emotionally connect with their brand
2) Share what it was like the first time you used their product/service
3) Help them understand what life experience made you feel part of their tribe
4) Keep it brief -half a page should be enough. To write too much shows a lack of respect to the recruiter’s time.
5) Make it personal -you should not use the same cover letter for every single job you apply for. 
6) Best is to put the cover letter in the body of the email instead of sending it as an attachment
7) Check the spelling and grammar
8) Formal but friendly style using active sentences instead of passing sentences
9) Finish the letter with ‘Your faithfully’ if you do not know the person or ‘Your sincerely’ if you know the person by name


What to include:
- Research who the cover letter is reaching to and address it to that person (for example “Dear Ms Smith”)
-State the job you are applying for
-Tell them who you are and, in a few sentences, talk about your work experience and education background
-Talk about how your previous experience and skills will be useful for the job you are applying for
-STAR method (Situation, Task, Action, Result)
[image: See the source image]

-Some adjectives to describe yourself
-Say what you can do for the company 
-Call to action- inform them that you would look forward to the interview and thank them for their time

Cover Letter Template     REED (2019)
[Your Name] ______________
 [Address] ______________
(for this exercise please leave blank) 
[Hiring manager’s name] ______________
[Hiring manager’s company name] ______________
[Company address] ______________
[Today’s Date] ______________

Dear Mr/Mrs/Miss/Ms ______________
I wish to apply for the role of ______________, currently being advertised on ______________. Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have over ______________ [time period] experience in the 
______________ industry, and I believe ______________________________________________ 
__________________________________________ during this time make me the right/perfect candidate for the role.
In my current role as a ______________ at ______________, I have been responsible for 
______________________________________________________________________________ 
[Now write about what you learnt during this experience – relevant to the role you are applying for] ______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________. 

All of this, coupled with my enthusiasm and dedication, [insert skills relevant to the role], ______________________________________________________________
has helped _________________________________________________________. I am confident that I can bring this level of success with me to your organisation and help ___________________ 
_____________________________________________________________________________ 
_________________________. With my previous experience and expertise, I believe my 
contribution will have ____________________________________________________. 

Thank you for _______________. I look forward to _______________________________________
____________________________________. 

Yours sincerely/Yours faithfully, 
[Your Name] ______________
	 [Signature - if desired] ______________
                                                                                                                                     
As a conclusion to Cover Letter writing, I have never thought it is so important nor that the recruiters are reading it. And I made the mistake of applying with the same cover letter to every single job. 
But speaking from my experience, I very rarely saw jobs advertised directly by the companies. Usually on job boards like Totaljobs or CV Library the recruitment agencies are the ones posting the jobs so you can see the job description but not the company. If you apply, you give the agency the permission to send your CV over to the company. So how can you make a cover letter personal when you only find the name of the company if they decide to call you for an interview? 
And if I apply for a job I am really interested in and I don’t hear anything back from the agency, I always call to make sure they at least read my CV.


Public speaking and giving presentations

Giving a public speech can be a challenging task. In order to be a success, we need to follow a few steps. The key is knowledge. Know your subject backwords and forwards. Know your audience and what is important to them. Also practice, practice, practice.


1. Pre-talk Preparation
· Check-in earlier to set up the logistics
· Dress appropriately - professional polished outfit that makes you look sharp, smart and confident, but at the same time makes you feel comfortable. How you dress sends a message to the audience of how much you respect them and respect yourself
· Turn off your mobile phone
2. Handouts
· Advantages are that they allow you to provide more details than you do on a slide and the audience can to take them away from the presentation, to review later.
· Disadvantages are that the audience can read them ahead or during the presentation, causing distraction. Also, the handouts will not look as good as the PowerPoint slides and they are a waste of paper.

3. Opening can set the direction for a powerful talk.
· A good opening can catch the attention and get audience curious 
· Continue with a brief statement about the topic to be discussed
· Brief summary of the main theme
· Do not improvise at the last minute

4. Speaking

· Speak naturally and at a normal speech rate
· Project your voice
· Talk clearly and plainly
· Put accent on critical information
· Allow a quick pause between each new slide to allow the audience to process the material.

5.  Body Language (also called Non-verbal communication) is essential in building credibility and connect with the audience. Body language is as important as the words you say and how you say it combined. Many listeners subconsciously discount what they are hearing in favour of what they’re seeing. Dr Albert Mahrabian affirms that communication is 7% words, 38% voice tonality and 55 % body language.
· Keep the eye contact with the public. Eye contact should not be too long, but also not too short.
· Gestures and movements. The bigger your audience, the bigger your gestures need to be in order to be visible and make an impact. Also, walk at the beginning of a paragraph, not in the middle of the sentence. Make your moving purposeful.
· Be relaxed but at the same time have a confident posture and also be confident with the material you are presenting
· Facial expressions – the most effective is the genuine smile
· Face the audience
· Avoid using the notes in your presentation


6. Questions
· During the presentation, do not take questions
· Leave time at the end of the presentation for a few questions
· If a question is too specific or personal, do not answer it, say no


7. Length
· In order to finish on time, when practicing try to finish early
· Leave time for interruptions and questions from the public


8. Behaviour
· Be enthusiastic but do not exaggerate
· Involve your public in the presentation
· Keep eye contact, ask questions and use humour
· Ignore the noises and public’s movements
· If you lose your line of thinking, you will buy yourself more time by asking if someone in the crowd has any questions.

9. Conclusion
· Briefly outline the presentation's core ideas and focal points.
· Finish your speech with the prepared summary statement or question

The beginning and the end are the most important parts of the speech.
The secret is to be a confident presenter and have open body language. You want to appear natural. If you have impact and presence, you can present easily. When presenting, people will take on board what you are saying if you show passion for your subject and knowledge. Pauses can be really powerful. 
The PowerPoint is not the presentation, you are the presentation.






Conclusion

I will start by saying that for me reflection as a way of learning was not necessary a conscious process. In school we used to learn by heart- repetition and remembrance- and from a point of view this is great as it improves the ‘memory’ area of the brain, especially as a child. On the other side we have not been encouraged to be creative and to reflect. Reflective learning is helping me now to think things through, to analyse what I have learnt applying it to my personal experiences. I have been able to figure out what my strengths and weaknesses are in order to plan my career as an entrepreneur. And it helps me gain confidence and self-awareness.
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