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This academic report seeks to explain in a structured way, how through the Academic and Employability skills Class I have obtained knowledge on new subjects and how I have improved my practice in some others matters. As well as the difficulties that I have faced in my learning process and how I will incorporate these learnings in the future. This coursework is divided in 4 main topics; on the first two I will follow the Gibb’s Reflective Cycle which is a helpful way to divide the process of reflection into significant and practical stages (2), 2018). On the last two topics I will employ the Kolb’s Experiential Learning Cycle. To finally conclude from my own experience what was the most practical and meaningful model. 
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To create the ideal Curriculum, we focus on the guidelines and also on what to do or avoid when creating this document. To get a general idea of how to improve my CV, I went through different templates available in Moodle that helped me understand the differences between the various types. In this topic we also addressed the importance of length, consistency, and the personal statement.

At first, I thought that a full lecture on CV writing was unnecessary, from my point of view creating a document that includes my personal information, skills, experience was not a demanding task. I could just fill in this information by following an on-line template. while attending this class, I began to notice that it was beyond filling in gaps with unstructured information. I was surprised by the amount of details I needed to be improved on my CV and this made me think that my incomplete CV may be one of the reasons why many employers did not contact me when I have applied for jobs.

It was bad that I had to recognize that my CV was unclear, long and also with some irrelevant information, I felt a bit guilty because I did not put too much effort into creating this document and I disregarded its importance. On the other hand, it was great to have attended to this lecture as it provided me with the right information, material and sources to create a CV now and in the professional future. When I was refining my language and swapping whole sentences for bullet points, I found it really difficult to make it clear but concise. 

After this lecture, I understood the importance of creating a personal brand, a CV is a marketing tool that allows you to market and promote yourself (Sethi & Adhikari, 2013). Having that clear, the topic became more interesting and I was looking forward to apply all the changes in my CV. I started by the removing my date of birth, gender and age. Followed by more significant changes such as improving my personal statement by making it more specific and briefer. I also tried to make it visually appealing.  

As part of the future action plan I will keep in mind that a CV should not be a static document, it should evolve with you and reflect your changing skills and attributes (Sanders & Dawson, 2005). The knowledge I obtained here will be useful to me throughout my professional career.
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During this lecture I was exposed to a completely new topic. I learned what a cover letter is, how to create one, what I should include and how this complements the CV. The topic was divided by the specific sections, each one was well explained and pointed out the impact this document can have on recruiters when applying for jobs. 
The most usual ways to apply for a job is by submitting a CV or filling in a form on the employer’s website.  This has always been the process that I have followed in order to get an interview and to my knowledge those are the only ways to do it in my country of origin. Therefore, when I arrived to this class I didn’t know what a cover letter was. I felt a bit lost and at the beginning I didn’t understand why this was necessary if the CV had all the relevant information. 

It was a struggle to start writing my own cover letter, knowing that the content had to be short clear and eye catching. Therefore, before typing the document, it was good to start brainstorming ideas for each of the 4 paragraphs. It was good to go through all the links available on the Moodle about this topic, I found the videos very useful, dynamic and entertaining. It is a bit disappointing to realize that I have to work really hard to create a good piece of work 

After this class I understood that the cover letter can become an exceptionally powerful sales tool in persuading the employer to interview candidates. (Anon., 2004). Likewise, this made me think that it is more common and useful in professional jobs where specific knowledge and skills are required, than in less formal jobs. But it is an open discussion that I would like to have with other students to analyze their feedback. 

I need to keep working on improving my writing and communication skills to be able to speak about myself and to create short, concise and clear documents like this, without taking too long. If I had kept a learning journal on this topic, it would have been easier to create my cover letter, as my class notes were not very clear. 

Understanding that the cover letter is not a generic document was essential. As from now on I know that it should be tailored for each employer or job description to address a particular audience or industry. (Holley, 2012). During the analysis, it is clear that I faced good and bad experiences, this will help me; first to have a better process of elaboration each time, and secondly, to highlight my skills by giving specific examples and not just by listing them.  
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Before this lecture started, I would refer to the reflective writing topic as the possibility of expressing my personal point of view without having to justify it with other sources or authors. However, after attending this class my perception changed, the definition of ‘reflection’ which “is a way of enabling self-development and deeper learning by looking back at an experience so as to learn from it and then move forward” (Learning and Information Services, 2012) offered me a clearer understanding. Although, I felt a bit confused when the 3 different models of reflection were explained in class.  

After class I reviewed the suggested links, and I did additional research, I discovered that it is beyond simply stating a point of view. The true importance of reflective writing also lies in expressing how I felt and what I liked or disliked during the process. As well as how I could evaluate my past experiences to improve the process and the results in the future. My knowledge on this topic was significantly broadened, when I began to apply the theory into practice and I am sure that doing this coursework will allow me to have more experience in the execution of any future reflective writing.

As I had to divide my reflection into different categories according to my chosen reflective models, I felt that some of the concepts can be mixed. For example, employing Gibb’s Reflective Cycle, some of my reflections were suitable to put in the feeling’s category, but also in the evaluation section. In Kolb’s Experiential Learning Cycle was harder as the description of the 4 stages was too general and I had to carefully select how to place each reflection in them, always thinking that they could go in most of the stages. A good idea to understand in class what should be in each category, is to use an example that can be employed in all the explained models, this can help to understand the differences between them too. 

Despite how confused I was and how long it took me to process and understand both reflective models, I can say that reflective writing has increased my learning power. Through them I was able to have a wider understanding of the 4 topics selected and I learned how to make correct use of them from now on. I “learn how to learn.” (Kolb & Kolb, 2009). 
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One of my biggest fears is speaking in public, that's why this topic interested me immediately, I thought it could give me tools to be able to prepare myself psychologically to be in front of a large audience, in addition to teaching me tips to prepare presentations, their content and how to entertain to the public. This class allowed me to obtain many tools that I had never considered before and to understand that many of the most common things can be a disadvantage when making a presentation, this is the case of printouts. 

I am aware that this subject is difficult to handle, not only in English but also in my mother tongue. Therefore, I decided to focus on all the information that was provided on this lecture, I watched most of the suggested videos on the Moodle, in which I found very valuable information regarding body language, seeing the difference between a good body management and seeing how an introverted and nervous person act makes a huge difference in presentations. However, it goes beyond body language, “public speaking calls on several kinds of abilities concomitantly: psychological, cognitive, linguistic, and paralinguistic”. (Joe, et al., 2015)

I recognize that public speaking is an important skill that needs confidence, knowledge in the subject, practice and body language. All the guidelines and information provided here are extremely valuable, I organized my notes and made extra comments on them in order to cover all the recommendations. I was really excited with all the tips on how to give a successful presentation, building rapport with audience and focusing on keeping power point presentations simple, short and visually attractive. Then I imagined myself applying all this knowledge and speaking in public and I felt very anxious. I feel I have all the tools to do it but I need to work in my confidence.  

Almost all occupations involve public speaking at a certain level. As a child, this skill was not promoted in me and I decided to initially work on improving my communication skills by actively participating in events and meetings. Thus, I can share thoughts and be familiar with communication tools. After applying all the knowledge acquired in the 3 previous topics, I felt much more confident creating my CV, cover letter and doing this reflective report. Therefore, I am convinced that I will only get better at public speaking by practicing. Since “communication, is a complex process, is not an easy skill to perfect. Nevertheless, it is the most significant skill in human life” (Parvis, 2001). 
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Reflecting on my learnings from this module using the reflecting models from Gibb and Kolb has been a successful journey for me. The first model was a bit more difficult than the second, because I had to divide each topic into 6 parts in texts with word limit. however, I consider that both are useful tools to deepen the learning process. If I had kept a learning journal, it would have made this work somewhat easier. All the selected topics above are clearer now, this is an advantage not only in my current student life but also in any future professional opportunities. I will also be able to make short comments and concise statements through the paragraphs of my future coursework. My tutor accompanied the development of different activities to apply what was learned in class, this makes the experience more real and meaningful; having the feedback of those activities will always help me to improve.
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