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Definition 
CV (Curriculum Vitae) refers to the "course of life", which incorporates a detailed document of an individual's professional, as well as academic history. For instance, employers usually ask individuals to submit their CVs so that they can select the right candidate from a wide range of applicants as per their requirements. Influenced by the ideas of Vivek (2020), a CV is supposed to include specific data about the professional, as well as the personal background of an individual. 
Structure of a CV 
A CV focuses on information such as contact details, academic history, professional experience, and qualification skills, awards received by an individual, publications, professional associations, grants, licenses, and fellowship. As stated by O’Keefe (2016), individuals also require writing necessary information about the volunteer work which they have done in the past. They need to state relevant data about the certificates and academic records that they held. However, it is not mandatory to include personal data such as interests and hobbies in the CV. On the other hand, providing personal details often help in the process of assessing an individual's unique characteristics, which can be utilized by the concerned authority of an organization.
Purpose and significance 
A CV is regarded as the “first” and only mode of having a “direct communication” with the employees. As per the views of Dolnicar (2018), providing all the necessary details within a CV ensures the candidature of an applicant, and based on the data provided in the CV, they are often short-listed by the authority. That is why it is vital to write an effective CV to attract the attention of the authority in the competitive industry. A CV enables individuals to demonstrate an optimistic approach to work while applying for a specific job. This provides employers with a chance to evaluate the true potential of an individual. 
Based on the information provided in the CV, the authority further assesses their future potential. This helps them to point out whether an individual would be able to achieve the tasks, which they are entrusted with. A CV demonstrates one's strengths, as well as professional experiences, and based on this aspect they can be assigned to perform certain duties within an organization (Dayjob.com, 2020). Focusing on data helps the leaders in the process of delegating tasks in the future. A CV also provides individuals to recognize their drawbacks as they get to assess their performance while preparing their CVs.
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Definition 
Problem-solving refers to a procedure, which enables individuals to find effective solutions to issues that hinder the overall growth of a process. This further enables individuals to apply critical thinking skills to identify the problems (Argaw et al. 2016).
Various stages of problem-solving
The procedure for solving issues incorporates stages such as "defining the problem", "generating innovative ideas", "implementing and evaluating strategies, and "selecting solutions". As per the views of Argaw et al. (2016), individuals require differentiating between facts from the perceptions to identify the depth of the issues which affect their personal or professional development. Recognizing underlying causes of these problems is beneficial for them and they can further consult with the relevant stakeholders for accumulating further details about a problem. Starting problems specifically enables individuals to focus on their effective solutions. As opined by Shute et al. (2016), individuals need to identify the process in which the issue lies and they need to ensure that they have gathered sufficient data to proceed to the next stage. 
The next stage needs individuals to generate an alternative solution to a problem. For instance, an organization requires brainstorming unique ideas in this context and the leaders need to make sure that those alternative ideas align with their organizational goals (Gunawan et al. 2017). In this context, the short-term, as well as the long-term alternatives are considered. Thereafter, those alternatives are evaluated to find its strengths, as well as weaknesses. Then the individuals or the competent authority require implementing the relevant alternative strategy to reach the best possible outcome. Constant monitoring is also necessary for this stage to ensure the successful completion of the implementation procedure.
Applying relevant theory and approach 
Individuals apply “problem space theory” which takes into consideration the “heuristics” or “cognitive short-cuts”. This further paves for the individuals to navigate through the problems to reach a specific conclusion. Gathering relevant knowledge about the “problem space” can provide individuals with innumerable opportunities to solve an issue. As opined by Gunawan et al. (2017), problem-solving is a "productive procedure" as per the Gestalt psychologist. Taking the Gestalt approach allows individuals to apply solutions, which have already proved to be effective. On the contrary, the "behaviourist approach” is regarded as a “reproductive procedure” and the individuals are supposed to consider the cognitive styles to solve a problem. 
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Definition 
Team management refers to the capability of the individuals or organizations to administer, as well as coordinate different individuals to accomplish a specific task. As per the views of Ferreira (2017), effective team management includes teamwork, setting objectives, and effective communication and performance appraisals. 
Purpose and significance 
Effective team management ensures that all individuals work in harmony to reach their common goals. This also ensures that a team completes the tasks within a stipulated time and an estimated budget. Influenced by the ideas of Burlina et al. (2017), straightening the bonds between team members makes sure that they provide fellow individuals with the required assistance while working on a specific project. This enables the weaker ones to overcome difficulties in working as a team member. The purpose of team management is to increase employee satisfaction as team members can depend on one another for the successful completion of a project. Team management also promotes new perspectives and learning as team members share their perspectives with their fellow individuals (Amin et al. 2016). Team management also enhances the overall performance of the employees of an organization.
Relevant theories 
Leaders often apply the “Team Work Theory”, which was developed by Tuckman (1965).  As per this theory, the competent authority is supposed to consider different phases such as “forming”, “storming”, “norming” and “performing”. For instance, the “forming” stage requires the authority to identify the team members who possess the potential to work on a project. After the selection process, the team members brainstorm innovative ideas to establish principles and other strategies. As per the views of Ferreira (2017), during the “storming” phase team members often get involved in conflicts and effective management of the team ensures that the leaders avoid this kind of conflict. The "norming" stage requires individuals to clarify team roles, existing principles to make sure that all the members work in compliance with the existing regulations in this regard. The “performing" stage considers the significance of the task and the leaders also focus on building an effective connection between different team members.
In this context, applying Belbin's Team role, which emphasizes on different team roles such as "resource investigator", "team worker", "coordinator", "plant", "monitor evaluator", "specialists", "shaper", "implementer" and completer finisher" (Amin et al. 2016). Understand the strengths, as well as weaknesses of all the team members, the authority can assign them to perform these roles. 
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Definition 
Reflective writing implies the procedure for documenting one’s experiences, perspectives. Individuals can also apply reflective writing to express their thoughts or feelings for a specific event. This further pave the way for obtaining the required “self-knowledge” to accelerate growth in one’s career. 
Significance and purpose 
Reflective writing is applied for justifying actions, which have been undertaken by individuals. Reflective writing considers the concept of reflective thinking, which allows individuals to solve issues, which impede their overall career growth (Carter et al. 2017). This also allows individuals to delve deeper into the issues so that they can focus on an alternative perspective. This provides individuals with an opportunity to assess the situation from different perspectives and this further suggests necessary changes that are required to be implemented. This further enables them to examine various assumptions, beliefs, attitudes, and values (Gibson et al. 2016). They also get to revisit those experiences from a neutral perspective and based on these individuals take innovative surgeries to improve their professional, as well as interpersonal skills. 
The procedure for writing a reflective writing 
The process, which is applied for reflective writing includes “description”, “interpretation” and “outcome”. The “description” phase requires individuals to provide a brief description of the subject as it is crucial to provide the target audience with a clear idea about what they are going to reflect on. The “interpretation” stage focuses on the ideas, which individuals possess about that incident or topic (Deveci, 2019). They are supposed to identify what went well and what was not appropriate in this context. The "outcome" phase makes sure that individuals highlight the alternative strategies, which could have been taken. In this context, individuals also write down the general, as well as specific conclusions. They also need to assess how reflective writing would bring necessary changes in the future.
Discussing relevant theories 
Applying the “Experiential Learning Cycle”, which was developed by Kolb 1975, can help in the process of writing reflective writing. As per this theory, individuals would require commenting on their "concrete experience", "reflective observation", "active experimentation", "abstract conceptualization”. On the contrary, individuals can also apply Schon’s theory to consider “reflection on action’ and “reflection in action” (Gibson et al. 2016). The former one allows individuals to take into consideration a retrospective view, whereas, the latter paves way for rehearsed intervention. 
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Definition 
The cover letter refers to a tool, which individuals often prepare to introduce themselves in a memorable and personal way while applying for a specific job.  A cover letter, which is well-crafted, is supposed to go over the data on one's resume, and the individuals are supposed to expand this data to grab the attention of the authority.
Purpose and significance 
A candidate usually writes down a cover letter based on the requirements and other specifications mentioned in the job advertisement. Influenced by the ideas of Dunin-Dudkowska (2019), a cover letter provides the authority with a chance to identify the interpersonal skills of the candidates. Individuals can attain huge success in their careers by writing an effective cover letter, which helps them prove their candidature.  For instance, it is not possible for individuals to prove their presentation skills through their resume or CV. However, applying reflective writing in the cover letter can help them to grab the attention of the concerned management. 
Procedure for preparing cover letters 
Individuals can apply various formats while writing down the cover letters. As stated by Hirata (2019), there is no “official format” for writing a cover letter. On the contrary, a unique cover letter is supposed to be "visually organised". Moreover, it consists of a memorable introduction, specific examples, and a concise conclusion. For instance, individuals can highlight their analytical skills or critical thinking ability by briefly narrating their previous experiences. However, they need to carefully select the stories to avoid providing irrelevant information in this regard. They need to align those stories with the job requirements to convince the employers that they can apply those skills as per the requirements. 
A cover letter also contains relevant information about why a candidate is applying for a job (Korstjens and Moser, 2018). Demonstrating specific problems, individuals can mention their role as a "problem-solver". They can also provide the Hiring Manager with an insight into their personality, as well as work style. As opined by Hirata (2019), it is vital for individuals to set an appropriate tone while writing the cover letter depending on their experience and the nature of the job. They further need to take an honest approach while portraying their communication skills. A cover letter can also include necessary information about the training sessions, which they have attended in the past to provide the authority with an insight into their professional skills. The cover letter is supposed to terminate with an optimistic tone and it will also include how the authority will be benefited if they contact the individual. 
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