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Introduction
To do a job in this competitive market, employees have to have the required skills and qualities required by both the market and the recruiting organizations. I have learned the required employability skill; writing my CV, cover letter and presentation skill properly from this course. CV describes one’s academic and professional career designed for a job position that contains qualities important to the recruiters. I have learned that a cover letter should express the applicant's interest and credentials for the job and add additional information usually not covered by CV. And good presentation skills infer one's ability to express his or her feelings, thoughts and ideas in such a way that makes the listeners understand what the presenter intends to mean.
[bookmark: _Toc27642139]Reflective Report
As the job market has become very much competitive nowadays, organizations are looking for employees who can adapt themselves to any situation and according to the market needs (Cohen, 2017). This quality of the employees comes from different sources including their professional degrees, extra-cocurricular activities, working experience, and academic qualification (Dolan, 2017). That means for doing a job in this competitive market, employees have to have the required skills and qualities required by both the market and the recruiting organizations (Elevate Your Presentation Skills, 2018). I have learned the required employability skills from this course and also learned to write my CV, cover letter and presentation skill properly.
The CV that stands for Curriculum Vitae describes one’s academic and professional career designed especially for a job position (Galais and Moser, 2018). Writing a CV in an attractive way is a pre-employability skill. That means if you want to get a good job, your CV must contain rich content. It always does not mean you must have all the good qualities as an employee, rather how you present your qualities to the recruiters is important. But CVs with high academic and professional qualities always offer the best jobs for the job candidates. I have learned from this course how to prepare a CV that can be very attractive to the recruiters. I have learned that CV is the medium through which a job applicant communicates with the job recruiters. And if the first impression goes against you, the possibility of your getting that job becomes very low. So, writing a CV is a crucial part of employability. 
I have learned that CV should contain all the information required by the job recruiter. Here, the information should be in such an order that reflects the job recruiters demand. For example, if the job is for fresh graduates, the applicant's CV should contain all the academic qualifications first. If a job is for a managerial position where job applicants must have working experience, information of working experience in the related fields and professional expertise and degrees should be presented first ahead of academic qualification. I have learned from this course that presenting the most recent information first improves the attractiveness of CVs.
I have learned that many job candidates make mistakes in writing their CVs and do not get the desired jobs though they have the required job qualification. So, a candidate must have all the required qualifications and knowledge of writing CVs properly. I have learned that most of the candidates try to exaggerate themselves by presenting information about their qualities that they do not have. This type of exaggeration can be easily found by the recruiters as they know the employees mid-set better than others. I have learned that the CV of a job applicant must be very transparent and contain all the valid information for which the candidate can show valid evidence.
What I have learned from this course can be summarized through the following figure-
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[bookmark: _Toc27642179]Figure 1 Fundamental guidelines to write a CV
The first thing here I got to learn that one needs to know when to use a CV. A job applicant cannot use the CV if the recruiter does not want that. The second thing I learned that my CV should cover information that the recruiters seek. I cannot include information in the CV about my extra-cocurricular activities if the requires do not want me to do that. Starting CV with the career objective of the candidate also increases the attractiveness of the CV. As mentioned above CV must contain valid information of the candidate and the candidate should try his or her level best to present him or her in such a way that makes the recruiter interested to offer the job. Writing a cover letter with the CV is sought by almost all the organizations nowadays.  
As the CV of a job applicant describes in detail all the academic and professional qualifications, a cover letter shows the interest and credentials of the job applicant. A cover letter is a written document stating the interest of the job applicant for the job position, includes the source of job advertisement, the initial introduction of the candidates and job skills (Kanste, Halme and Perälä, 2016). I have learned from this course how to write a proper cover letter that increases the likelihood of getting the desired jobs. It is very customary to include a cover letter along with a CV while applying for a job unless stated something else. This course touched me the fundamentals of writing an attractive cover letter for job application.
[bookmark: _Hlk27640784]I have learned that a cover letter should express the applicant's interest and credentials for the job. Actually, a cover letter does not repeat the resume but adds additional information usually not covered by CV. The followings are some of the basic guidelines that I have learned from this course for writing an attractive cover letter- 
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[bookmark: _Toc27642180]Figure 2 Basics of writing a cover letter
I have learned that while writing a cover letter, an applicant must clearly mention for which job position he or she is applying. In that case, the applicant should present him or her in such a way that he or she understands all the role of the applied job position and invested time to understand that. If a candidate applies for different job positions within the same company, the applicant should write a different cover letter for each of the additional job positions he or she applies. The second important thing I have learned that an applicant must mention the contact information properly. Mistakes in writing these issues can lead to the cancellation of the application.
For writing a cover letter I have learned from this course that a cover letter should quantify accomplishment. For example, if a candidate has experience of working in the sales division, he can mention in the cover letter that he achieved 100 units more sales in addition to the target set by the organization. I have learned that a cover letter should not be very lengthy. A one-page cover letter is appropriate for many of the job applications. I have learned that just like a CV, a cover letter is also a medium of creating a positive impression among the job recruiters. So, a cover letter should not express any of the weaknesses of the applicant. Rather it should be written in such a way that it expresses the candidate's strengths and skills required for the job position. I have learned from this course that if all the above issues are taken into consideration while writing a cover letter, the likelihood of the acceptance of the resume increases. 
I have learned that a job candidate if wants to increase his or her demand in the job market and get the desired job, he or she must have good presentation skills. Writing an attractive CV and cover letter works well while getting a good job and having good presentation skills helps the candidate to retain that job (Pitan, 2016). I have learned from this course that good presentation skills infer one's ability to express his or her feelings, thoughts and ideas in such a way that makes the listeners understand what the presenter intends to mean. In this competitive job market, employees continuously have to make a presentation in front of the board of directors, management, clients. I have learned that this presentation is a way of showing the employee's creativity, efficiency in front of others. In many organizations, employees have to make several times every day in front of the top executive and their promotions are based on their creativity and presentation skills. So, having good presentation skills is obvious for the employees. 
I have learned the effective way of making a good presentation in front of the audience and the followings are some of the guidelines of having good presentation skills.
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[bookmark: _Toc27642181]Figure 3 Guidelines of Effective Presentation Skills
I have learned that it becomes difficult for someone when he is in a state of nervousness. So, a good presenter has to be very calm while making a presentation and include the audience. Presentation is made for making the audience realize a topic and involving them during a presentation is very crucial for achieving this objective. I have learned that during the presentation, an employee needs to deliver a thing that the audience expects to get. Unnecessary talking and lengthy presentations always kill the time of the audience. I have learned from the course that a good presenter always focuses on the core message of the presentation and avoid using too many technical words to make it simple and easy to understand by all. I have learned that a good presenter should make eye contact with the audience and give proper emotion depending on the situation. Having a smiley face always makes the presentation attractive to the audience. A good presenter always makes the starting of the presentation strong. For doing that many good presenters start with a joke or an interesting story to draw the attention of the audience. Being comfortable at the beginning has an impact on the whole presentation. 
All the three skills mentioned above, CV writing, Cover Letter Writing, and Presentation skills are some of the crucial employability skills that I have learned from this course. An employee nowadays cannot sustain in the job market without having these qualities (Pitan, 2017). While an attractive CV and Cover Letter make it easier for a job candidate to get the desired job, having good presentation skills is a must for retaining the employees' job (Solmaz, 2019).   
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Conclusion
From the above discussion, it can be said that skills of CV writing, Cover Letter Writing, and Presentation skills are some of the crucial employability skills that an employee needs to sustain in the job market. I have learned that a job candidate if wants to increase his or her demand in the job market and get the desired job, he or she must have good CV writing skills, Cover Letter writing skills, and presentation skills. While an attractive CV and Cover Letter make it easier for a job candidate to get the desired job, good presentation skill helps to retain the employees’ job.    
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