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[bookmark: _Toc57983070]Introduction
The undertaking is a report for reflection of the learning during the module. The reflection considers four significant topics like curriculum vitae, cover letter, employability, and reflective writing to understand how they have been beneficial during the term. To understand the benefits of the topic during the learning module, Gibb’s Reflective cycle has been applied (Bhattarai, 2010).



Abstract
Formulating the appropriate curriculum vitae is highly essential as that represents an individual to the employers, a curriculum vitae that provides all details of the candidate in a precise and comprehensive manner without making it unnecessarily long and boring acts a filter for the recruiters to understand if the candidate meets the job requirement and also if the candidate should be summoned for subsequent rounds (Zulfikar and Mujiburrahman, 2017). The cover letter works as an appeal to the recruiters highlighting the motivation of the candidate in applying for a said job. A curriculum vitae when formed properly, increases the employability of the candidate which has been the core of the report undertaken. The Gibb’s Reflective model is beneficial for understanding the topics where the model comprises of different stages like description – feelings, - evaluation – conclusion.



Four Topics

[bookmark: _Toc57983073]Writing of the Curriculum vitae 
Describing the formulation of the curriculum vitae, I would like to highlight that I made an earnest opinion to include as much information as possible in an authentic way. No information was fabricated, and I ensured that I included all information relevant and that would make my curriculum vitae attractive to the recruiters. A curriculum vitae that is complete is aimed towards impressing the recruiters and works like an application sent in revert to job adverts as an approach for the prospective employers (Allen, 2020). I think a curriculum vitae is important and valuable as they act as the initial and direct communication with a prospective employer. I feel that writing a crisp curriculum vitae is the key to making it more effective. I included details like personal profile, key skills, education details, job experience, hobbies, and reference so that briefly, the recruiter gets all necessary information to consider me for the subsequent round.  I was also able to provide details to the recruiter where briefly it could be seen that I can work independently and excel in communication skills. A curriculum vitae includes the different details of education, publications, professional career, awards, achievements, and honours. In my curriculum vitae, I used the medium of communication to inform the recruiter that I am an individual who is motivated, have leadership qualities, I am good in presenting and a team player. 
Evaluating my curriculum vitae, I understand that it adhered to a proper structure but there was chance of improving on the attractiveness of the curriculum vitae. For example, if I included a small detail of the jobs I held over the years, this would provide to the recruiters an insight into my skills and competence level.  My curriculum vitae provides information about my personal profile, key skills, and job experience that are significant aspects that recruiters consider while selecting decision. I think my curriculum vitae is too concise and it would be beneficial to make it more attractive. I conclude that the curriculum vitae represents me as a candidate to the employers and therefore it must be devoid of mistakes and attractive for the recruiters to consider me for a job position (Shellenbarger and Chunta, 2007). Therefore, any data included in the curriculum vitae must be judged based on relevance and its impact. There is, however, scope of improving the format of the curriculum vitae to make it more attractive; these changes could be done in the form of changing the font for the heading, using defined grid lines and so on. Before enrolling for the course, I was unaware of how to make the curriculum vitae attractive and add to the chances I have to be employed. Now, once I have attended lectures on the same, I feel confident to incorporate the necessary changes and enhance the level of my resume.
[bookmark: _Toc57983074]Formulation of the Cover Letter
A cover letter is the opening statement made by a candidate to the recruiter. I feel a cover letter initiates the conversation between the probable employee and the recruiter and therefore it has to have an edge that would increase the scope of employability. If the cover letter is not interesting enough, the recruiter might not read through the rest of the curriculum vitae (Smith, 2016). Describing the aspect of a cover letter, I wanted to keep by curriculum vitae short and therefore a cover letter was not included; instead, I started the curriculum vitae with a section that included my personal profile. I feel a cover letter is an appeal to the recruiter to read through the entire curriculum vitae. This is essential so that among numerous applications, my application stood out. It is my opinion that when I am applying for a job that is new, it is important to craft a cover letter that is effective and make modification in the curriculum vitae so that it suits the company where I am applying. A cover letter is highly important in making a lasting first impression. It is inevitable that there are several applications for an opening, and it is essential to effectively use a cover letter to stand out among those numerous applications. Evaluating how a cover letter is most effective, I would say it requires a brief insight into the candidate, the reason for applying to the organisation and also highlighting the key points of the applicant. In that way it makes the recruiter interested and encourages him to check the resume in detail (Borchardt, 2014). In conclusion it is therefore observed that the primary purpose of including a cover letter is to get the employer interested in considering the resume hence it needs to highlight the work experience and skills. It is also essential I believe to show genuine enthusiasm and excitement for the job. Prior to attending the course, I did not know how important a cover letter is, now, every time I apply to a job, I ensure I write an engaging cover letter so that my chance of getting recruited is enhanced. 
[bookmark: _Toc57983075]Employability
Describing employability, I opine that it comprises of the ability a candidate has to secure initial employment, maintain the job and also seek new work if there is such need. Employability, therefore, is being capable for obtaining and maintaining work that is fulfilling and requires skills set, knowledge, personal attributes and understanding (Mustafa Kamal, 2020). I feel that other than one’s specific vocation, it is important to have the general skills related to employability because there is intense competition in the labour market and employers seek those candidates who can take initiatives, are flexible and possess the ability of taking on different tasks that are present in diverse environments (Martin, 2014). I feel employability skills are important as there are a lot of recruiters who take the final decision in recruitment based on the additional skills a candidate can bring in a job. I think if I can demonstrate competent employability skills, I will be a preferred candidate among the hiring managers. While evaluating the scope of my employability, I think I have enough experience in the furniture sector that has been acquired since the year 2015. I have worked as a furniture fitter, I have also got experience in maintenance, painting and as a mastic man. Also, my repertoire includes prominent names across industries thus adding to my employability value. Additionally, having professional qualification in painting and decorating adds to my skills and knowledge. Additionally, I am competent in using information technology and can handle equipment related to xerox, projector, computer and others which proves I am not only the furniture related candidate but can go beyond my professional experience and contribute positively to any organisation that recruits me. I would conclude that employability is heavily dependent on the criteria of the recruiter and the scope an employee has. It is the onus of a candidate to highlight why a recruiter should consider his curriculum vitae over the other applications received for a post and such points need to be considered by the recruiter while conducting the selection process. I knew I have the required skills and experience, however, what I did not know was now to convey to the recruiters my level of employability. After attending the lecture on the same, I know how to present myself better and ensure the recruiter is aware of my skills and experience and how I will add value to the organisation.
[bookmark: _Toc57983076]Reflective Writing
Reflective writing is often used for analysing and examining an observation or event. By means of reflective writing, the writer can reflect on the impact and meaning of the said occasion (Otienoh, 2009). Describing reflective writing, I think it is a mental process where I need to contemplate or have prolonged consideration. I think thoughts and opinions come to me when I am reflecting where I can ably interpret what is happening between thinking and learning. If I am to carry out a reflecting writing on my curriculum vitae, I think it is concise with the right amount of information to make me a suitable candidate, however, I also reflect on it and observe that the curriculum vitae has scope of improvement, I need to make the grid lines bolder, I need to make the headings more prominent and, I could present the information better so that my curriculum vitae is attractive to the recruiters. 
[bookmark: _Hlk58169189]I feel one needs to reflect on each action undertaken by an individual. This enhances the scope of improvement and helps to identify short comings early on. While reflecting on my curriculum vitae, I was able to identify the points of improvement and if I incorporate the same in my resume, I am confident that my scope of employability will go up one notch. According to me, when I am doing a reflective writing, there are certain factors that are essential to be considered; these include why the reflective writing is being done, if others will be reading the same, what I feel about my own writing, my emotional attitude and so on. On evaluating, I observe that while doing the reflective writing my ability in reflecting properly is applied. In evaluating the undertaking, while conducting the reflective report, I have described each aspect properly, adhered to the Gibb’s Reflective Model to ensure a formatted structure is followed and any required changes have been mentioned. I conclude that the course has been very helpful to me to understand what my short comings are and how I can apply the knowledge acquired in improving myself. The Gibb’s Reflective Theory has been beneficial in providing guidance to me and I am able to include all factors without any hindrance. I firmly believe that there is always scope for improvement and one should acquire as much knowledge as possible within the course of life as there is no end to learning. On reflecting on the report, I can say that now I can apply the knowledge I have acquired and improve my work in the future. Reflecting, I am thankful to the course for providing me with such extensive knowledge so that I can apply the same and be a sought-after employee in future.



Conclusion 
I had enrolled for the course to improve my knowledge; however, this also gave me an opportunity to improve on my short comings. I was unaware of the significance of a cover letter and did not know how to improve my employability and make a lasting first impression through my curriculum vitae. Now I can apply the acquired knowledge, incorporate changes desirable and ensure my curriculum vitae is not lacking in any way.
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