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[bookmark: _Toc47982904]Task 2: Reflective Report
[bookmark: _Toc47982905]Introduction
In this report I have reflected about certain areas in relation to which I have gained learning experience in this module. I have selected these areas because somewhere I have felt that the experience I have obtained is going to prove highly beneficial for the development of my professional and personal competencies as well. The areas which I have reflected upon in the report are cover letter writing, CV writing, analytical and critical thinking, academic writing and summarising. In order to continue with the reflective process I have relied on using Kolb Reflective Model. Kolb Reflective Model generally includes four stages of assessing and evaluating experiences obtained throughout life (Peterson and Kolb, 2017). The four stages are concrete experience, reflective observation, abstract conceptualization and active experimentation. This framework proved to be quite simple and helpful in properly framing what I have learnt from my experience during the particular module. 
[bookmark: _Toc47982906]Kolb Reflective Model
[bookmark: _Toc47982907]Concrete Experience 
I have learned certain important things by taking part in this module. The learning that I have obtained is going to help me progress effectively in my professional as well as personal development. The module 'Academic and Employability Skill' set several challenges for us, which indeed helped us a lot to overcome our fears and become better in our understanding and practice. I have chosen the particular five areas because through this module I have been able to create a great difference between what I used to know previously and what I know now. Prior to this module I did not have detailed idea about how to produce proper and effective CVs. Later while continuing with the module I am able to understand different ways of improvising my CV and also cover letter. I learned many small details and essential things about cover letter writing which will definitely help me in attaining my dream profession. This specific term did make a great difference with respect to my understanding of academic language and writing. The lectures and assistance provided in this case greatly helped in clearing away many doubts of mine which further contributed to my development and growth. Developing analytical and critical thinking had been a complete new experience for me as I had never given though to these areas before. On an overall basis I am of the opinion that this module proved to be greatly effective in offering me certain new experiences which I will be applying in my present and future preparations.  
[bookmark: _Toc47982908]Reflective Observation of the learning experience
It had not been that easy in completing the module satisfactorily, there had been many obstacles and challenges which I had to face. I had experienced both positive as well as negative situations. Both the outcomes have assisted me in developing and rectifying my existing knowledge. Before attending the lectures and the classes I had improper idea about the structuring and presentation of CV and cover letter. I always used to have problem whenever I had to focus on my CV. I used to remain confused regarding how effectively I can present my capabilities in front of the employers. So, when in week 2 the classes in relation to CV writing started I got very excited. In the first class the lecturer provided some basic idea and explained some basic elements of CV writing. The basics did help me as my foundational knowledge was not that great. For the first time I got to know that CVs are to be formulated on the basis of own skill set and requirements set by the employers (Innes, 2016). This concept to certain extent cleared my confusion which used to arise at the time of structuring my CV. Next I learnt that CVs are not descriptive but precise and to the point representation of the skills, qualifications, capabilities and experiences of an individual. Suitable consideration is required while deciding the presentation of your CV (Thompson, A., 2018). In order to achieve this one needs to properly assess one's own skills and competencies (Coleman, 2020). I learnt all of these during the lectures and it really supported me in coming up with a proper CV. However, the CV which I submitted as class assignment could not fetch satisfactory grades.  According to the lecturer it was better than my previous CV and gave me some suggestion for improving my CV.
In next week I came to know about cover letter writing. I had heard about this element previously but had never given consideration. So, at the beginning of the class I had zero idea about the different aspects of a cover letter. I used to think that cover letter is a traditional concept but after the lectures I realised that it is an important way of strengthening your CV (Innes, 2016). While CV is a short and precise description of capabilities, cover letter can be used to present experiences and capabilities on a big picture (Whitmore, 2017). Initially I developed wrong conception about cover letters but gradually through the lectures I gained better idea about the role played by cover letters. In class we had been provided with templates for both CV and cover letters. Examples had also been provided to help us to structure our CV and cover letter effectively. In the start, I failed in delivering a suitable cover letter. My lecturer pointed out that my cover letter is too much lengthy and had many irrelevant information. Also I need to improve my sentences as there were grammatical errors. The lecturer helped me a lot by providing some suggestions which I have already started putting into application. I am continuously working on improving my cover letter writing skills. 
The primary thing that bothered me after the conduction of the cover letter writing classes was how I must work on improving my writing skills. My worry got solved along with the next classes in the same week. The next classes focused on giving us ideas about essay construction, paragraph structuring, sentence structuring and utilization of clauses. I had only basic knowledge about sentence construction and was poor in using articles, tenses, prepositions and so on. My first writing got heavily criticised by the lecturer. The lecturer said that it was full of grammatical errors, punctuation errors and half of the sentences did not make any sense. I felt embarrassed and thought that I would not be able to do well. Some of my peers helped me by assisting me in pointing out my error points. My tutor also helped me and gave me the idea to conduct my individual research. Therefore, besides the classes I started my own research on internet. I followed online tutorials, easy assessments and also went through samples of essays and paragraphs to improve my writing. All these finally worked out because the last assignment I submitted was marked satisfactory by my tutor. My tutor asked me to start reflective practice in order to keep continuing with my learning.
Week 6 proved to be significantly crucial for my learning experience. This week taught me about effective summarisation and ways to apply analytical and critical thinking. Previously I had never thought about subjects like analytical and critical thinking. So it was entirely new for me. I did not miss the presentation so that I can get maximum help in this case. The lecturer explained the whole thing by using many videos, images and explained the importance in details. I learnt from the session that critical and analytical thinking play an important part in problem solving and decision making (Cottrell, 2017). There are many ways of carrying out critical and analytical thinking. The lecturer did provide an example of how we can use this. At the end of the session I asked questions to the lecturer for better understanding the concepts. The lecturer advised me to do my own research and try simple activities in order to develop critical and analytical thinking. Initially it was difficult to make out things from the session but gradually I have started to get some ideas regarding the application of the concepts.
In the same week learnt about summarising written contents. The classes were interesting and we were given activities to summarize or paraphrase from exiting write ups. This activity definitely helped me in applying my newly gained knowledge about academic writing. Further feedback from my tutor during summary writing activities supported my learning. 
[bookmark: _Toc47982909]Abstract Conceptualization of the learning experience
I can conclude from my reflective observation that all the areas which I have spoken of are interconnected. Better knowledge about the application and implementation of academic writing is important for properly structuring CV and cover letter (Day, 2018). Critical and analytical thinking is required in summarising the important points to be added in the CV and cover letter (Alfaro-LeFevre, 2016). In this way it becomes easy and simple to present properly structured cover letter along with a CV to the employers. I have also assessed that critical and analytical thinking helps in evaluating own capabilities. I have never realised but I had applied analysis and critical thinking when I was trying to find out ways to improve my CV and academic writing. I was trying to find out my weaknesses in order to discuss them with my tutor. Thus, I had applied critical thinking but did not recognise it then. The analytical and critical thinking session has proven to be significantly helpful in creating awareness within me. The next thing which I want to conclude is that during the module I did not consider taking any additional help. However, I should have taken a short course on academic writing, and then it could have provided extra help in understanding the classes better. I still have problem when I sit down for summarising. This is because often I get confused about what points I need to take into account while summarising write ups. So for this also I need to take some help. I have started my reflective practice as per the suggestions of my lecturers. This practice is helping me to understand what areas I still need to work upon for utilising the new experiences I have attained in this module. In my opinion and keeping the feedback of the lecturers in mind I would say that a lot of improvements have taken place but I need to work more on my academic writing so that I can structure my CV and cover letter well.
[bookmark: _Toc47982910]Active experimentation
I have planned some activities which will help me in implementing the new experience or knowledge which I have attained in the module. Firstly, I am going to join an additional course on academic language and writing. In this way I will get the chance to remain in practice. Also the additional learning will help me in filling up the gaps which I may have ignored in class. I still have confusion regarding clauses so I need to take part in external courses. Secondly, I will continue with my individual research. I will take free online assessments to measure the progress I have made. I will go through the recorded class sessions and available online tutorials. Thirdly, I am maintaining a reflective log and along with that I have planned to maintain a learning log. In this manner I will get the chance to keep track of the progress I am making. I am going to use the learning log while discussing my progress with my tutor. 
[bookmark: _Toc47982911]Conclusion 
In the report I have used Kolb Reflective Model for reflecting on the learning experience I have gained in the module. The experience which I have gained has made a great difference in my understanding and knowledge. In a concluding note, I have been able to come up with an effective plan depending on module learning which in turn will support my practice and knowledge development. 
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