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Introduction 
This report will discuss the following skills: Public Speaking practical Exercise, Writing a Cover Letter, CV Writing and Analytical Writing. I will be undertaking online research as well as reading articles about these skills that I have mentioned. 
In this report I will also discuss the activities which I have participated in during classes. I will discuss some of the activities that I have enjoyed the most, and others that I have enjoyed the least. I will also discuss their importance to me, and how they have impacted on my life. 
I will incorporate referencing and power phrasing and explore my reflective writing skills by discussing my first ever public speaking experience, which I was very reluctant to do in the first instance. This was due to having no experience of speaking publicly previously, nerves and lacking in confidence. However, I overcame my fears and really enjoyed talking about the topic I presented. This allowed me to give a really good presentation which my lecturer and classmates were pleased about my performance. 
According to Your dictionary (2020) “Reflective writing is the process of analysing an experience in other to learn from that experience helping to develop critical thinking skills and to improve on future performance. thinking about what you have learn from that experience and how things can be done differently”. 


Public Speaking Practical Exercise 
During week 7 we spoke about public speaking. Reflecting on that day, I can now say that this was one of my most favourable class activities as it made me realise how useful and important this topic is. Speaking in public has always been one of my weakest strengths due to my nerves. However, I am aware that it is an area I will need to develop if I want to impact people lives doing public service. During this class we watched and listened to great speakers such as Barrack Obama and few others prominent figures. I learnt a lot from those speakers and was able to implement some of their speech techniques, when preparing for my own public speaking presentation that I was due to participate in the following week. 
On the day of my presentation I was extremely nervous, especially when I thought I can be called to present first. I think most of the class was nervous also, as we all had very limited public speaking experience. I remember thinking to myself, oh no I hope my lecturer doesn’t call my name to go first. Luckily for me Andrew was asked to go first. I was very surprised at how calm and well-spoken he was. His speech was amazing, and I felt motivated by his performance. I was then called to present next. I gave a very emotional presentation about my childhood friend who committed suicide, because he was a victim of bullying. I explained how it affected me and that I would like to open a kickboxing gym complex in the future to honour him, for kids who are suffering from bullying, so that they have an outlet, be able to defend themselves, instead of causing self-harm. I believe that if my friend had the tools to feel confident and defend himself perhaps, he would still be alive today and not commit suicide. 
The reaction after my presentation was amazing. Honestly, it was beyond my expectation. I could sense how my story touched and inspired everybody in the classroom. I was really surprised at the positive review from my lecturer and my classmates. One of my classmates was so impressed that she called me Barrack Obama, while my lecturer expressed in her own word stating that she was “flabbergasted” which made me very proud. 
This task also helped me to prepare for my other work in the following week ahead. I was extremely happy with my presentation that it really boosted my confident when it comes to public speaking. I no longer feel fear and know that I don’t have to be afraid to speak in pubic anymore that made me feel very good. 


Writing A Cover Letter 
A.G Boldt and W.S Enelow (2006) explained that "there was a time when cover letters were merely letters of transmittal, they simply alerted the reader that the applicant were enclosing a resume and was available for an interview. Today however as the job market has become more sophisticated and more competitive, the job market has changed dramatically, cover letters have evolved into a vital part of the package a job seeker presents to a prospective employer". 
Job seekers usually send a cover letter alongside their CV to an employer as a way of presenting and introducing themselves to potential organisations or employers as it details their capability and suitability for a specific job role. A cover letter should be captivating and must be interesting to read as this document is the first thing an employer will look at before they go on to read the curriculum vitae. This why a cover letter has a very important role to play in searching for a job. 
A cover letter is a letter sent which explains contents of another document, for example CV document. I have learnt that the main reason for a cover letter is to catch the attention of the employer when they are reading your resume. It should be seen as an opportunity for a job seeker to stand out and be different from the others. It should also be written correctly 
as it’s the first thing the hiring manager will see. Therefore, you must ensure that its grabs your readers attention so he or she will seriously consider your resume. 
At the beginning of this term I did not know what a cover letter was, nor how to write one. Previously I would have found it extremely difficult to even try to write this letter. However, with thanks to my lecturer (Sylvia Hoffmann) I can proudly say that I can now write a very good cover letter. 
I am aware that the cover letter is a document to be sent alongside a CV which is the front cover, and it is different from a CV as it highlights your skills and experience. It’s specifically written for the job a person is applying for, which enables one to highlight certain areas that they think would make them suitable or the right candidate for a specific role. This Topic has been very useful to me because it has increased my chances when applying for a job. Since using this in my personal job search, I have received a lot of positive reviews from employers. 


CV Writing 
According to M. Webster (1820) defines “curriculum vitae as a short account of one's career and qualifications prepared typically by an applicant for a position'. It is a brief written description of one's qualifications, educational history or background, previous jobs and personal interests that is sent to an employer whilst searching for a job”. 
A CV is very important as it allows people to have all their work history and entire work information all in one place. It reminds us of what we have done in our career history, reflect on their career and help them identify what needs to be done in the future. Such as being able to identify their strengths and weakness with regards to their career, and what areas needs to be improved. 
I can recall during a class activity we were asked to write a CV. I didn’t enjoy this topic in the beginning to be honest as I felt forced to take the back seat being that I came from Holland. It is slightly different how a CV is written in Dutch compared to in English. After everyone submitted their work our lecturer discovered that most of us wrote some unnecessary things that will narrow the chances of us getting a job. We were shown what information to include and what shouldn’t be included in a CV. I found this very useful and very important because I had no idea how to write a CV in English. We were told that we should not have our ages because some employees might use that against you, especially if you are in your mid 30’s. Also, your address should not be in your CV, if you are staying far from the job you are applying for, as they will rather employ someone who lives closer to work. 
I am now aware that CV’s must have headings because it makes it easier for potential employee to read, without costing too much time. Bearing in mind that he or she might have a lot of other CV’s on the table to go through. We were also advised to attach our CV with a cover letter as by doing so it will increase your chances of getting the job you are applying for. 


Analytical and critical thinking 
Indeed (2020) states” Analytical thinking is observing and researching a problem or topic to develop more complex ideas about it. Your analytical thinking should result in additional knowledge, solutions or ideas related to the problem or topic.” 
A major element associated with analytical thinking is being able to identify the cause and effect relationships. This is an understanding what may occur during the problem-solving process, such as analysing how new ideas relate to the main topic. Majority of the entire analytical thinking process requires trial and error. Individuals with problem solving & good analytical thinking skills are generally able to quickly resolve an issue and can mostly work within a group setting to accomplish their targets. 
According to A. Doyle (2020) “Critical thinking refers to the ability to analyse information objectively and make a reasoned judgment. It involves the evaluation of sources, such as data, facts, observable phenomena, and research findings. Good critical thinkers can draw reasonable conclusions from a set of information and discriminate between useful and less useful details to solve problems or make decisions”. 
Critical thinking is one of the most important skills employers look for in an employee. As this particular skill demonstrates an ability to analyse and evaluate an issue in order to form a judgement. Analytical and critical thinking have been very beneficial to me in many ways. It has taught me to be more observant, become a better problem solver by learning how to work things out and not just finding a solution instantly. It has helped me to consider different options and in order to identify the best option to solve a problem. How to pick out the relevant and most useful details to come to a solution. 


Conclusion 
This report looked at the following skills: Public Speaking Practical Exercise, Writing A Cover Letter, CV Writing, Analytical and Critical Thinking. It has explored how important these skills are whether you are a jobseeker or doing a class activity presentation. I have enjoyed this module (ACE) both term 1&2 very much because it has thought me so many things that will help me with job searching as well as skills to carry with me in my future career. 
Last term thought me: Communication Skills, Decision Making, Problem Solving, Time Management and Leadership. I was able to carry these skills on to this term. It has made it easier for me even though I feel like I could improve on some certain topics such as CV writing, Time management and Leadership. 
I have realized that by participating in the class activities, it has helps me understand the topics better. Even though the data collection for this report has been very helpful. I was not trying to collect much data, as my main aim was to tell the story in my own words, as much as I can, and I am pretty sure that I was able to achieve that. I was also able to do this report and present my story to the best of my ability. This report has also showed my vulnerable side, and how I was able to defeat my fears and come out of it victoriously, during my public speaking presentation. I also demonstrated confidence. 
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