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Introduction
Employability skills are required for the development of the performance and progressing career especially in the health care sector. Among the employability skills, presentation skills, cover letter writing, CV writing are basic skills that are required for almost every type of employee. These basic skills are helpful and required for entry into the profession. This report is about these three skills for explaining the aspects of these skills for employees. As a student, I will reflect on these skills which I learned and observed from the classes and sessions.

The report has been done depending on the observation and learning from the academic classes and lectures. As a healthcare student, I attended the classes and lectures and now I am explaining my observation and reflection on learning about CV writing, cover letter writing and presentation skill. I have highlighted the skills that I learned and reflect my observation of the skills in me. 

The factors about these three basic skills are vast and huge. The report has been done within a limited time, so further time allocation would be helpful for me to describe all the aspects. Within this, I described my skill set that I focused on the classes and lectures and my reflection.
The reflective model refers to the engagement in some process and describing it from the observation and a personal perspective. 
[bookmark: _Toc38377221]Gibbs reflection cycle breaks this down into further stages where he acknowledges that your personal feelings influence the situation and how you have begun to reflect on it. This cycle allows the person to analyse and evaluate the practise and make necessary improvement into their practice. Gibbs(1988) cycle was introduced in 6 elements of reflection which shows a clear description of the situation, analysis to make sense of experience, evaluation of the experience, analysis of the feeling, conclusion and reflect upon experience to inspect what you think of the situation if it happens again action plan. It builds on Bound’s model by breaking down reflection into evaluation of the events and analysis and there is a clear link between the learning that has happened from the experience and future practice and also important to recapture the experiences, to think about them,mullover and evaluate it.

Gibbs’ reflective cycle is a popular model for reflection. The model includes 6 stages of reflection and is presented below as sited in Dye (2011, p.230)
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[bookmark: _Toc38377222]CV Writing
Donovan, (2016) suggests that the CV is document that an applicant of a job needs to provide to the employer for providing the required information about the applicant. From the class and lectures, I learned about the basic things that I should include in my CV. I have learnt how the CV can be designed to be most appealing to the employer.
[bookmark: _Toc38377224] 
I felt that learning CV writing with full concentration was very necessary since I need to apply in care organizations for my career. When I started with the lesson, I just knew about CV but could not make a proficient CV. I feel the information that the lecturer gave was proficient and helpful for me to make a standard CV. 
[bookmark: _Toc38377225] 
Maund, Schriek & Paul (2017). Opined that CV is a core document for primary step for the application, even if you apply online, your CV will be the document that informs most of the content of your own application. As a student of the healthcare sector, I need to apply for the profession in care home organizations. The lectures helped me to identify the factors for consideration in a CV, need for high lighting facts in the document. From my learning, I can now write a proficient CV for applying to any care organization. From the writing, I also learned about the structure of the CV which I can now imply in my CV. As a healthcare student l can use and planning to integrate it with my CV.

The details about a CV have been provided to me via the lectures. From the lecture I learned about a standard CV which includes attributes of a person, qualification, experience and as well as references to verify those characters. The details of the factors reflect the whole profile for any job. An employer determines the abilities and skills along with the personal background information of an applicant. I have realized from experience that it is very necessary to make sure that a proper CV is submitted to avail a job. A good CV is easy to read and sort while containing all the necessary information that I aim to create for my application to a care home.

The whole CV writing process depends on personal information and skills. The format of a standard CV has been taught to me in the lectures and session Since I am a student, I do not have many professional skills. The gap or lacking in the CV is some hard skills and experience. The course of academic and professional skills has been quite enlightening as it brought forward the need of a good CV and how to create one.
[bookmark: _Toc38377228] 
From the standard CV the lecturer provided us, I analyzed and compared it to my CV. From the CV I have evaluated which skills should I develop for improving my profession. I need to make my CV more informative so that the employer can spot my qualification at a glance. I will also need to understand what the essentials in a CV are and exclude unnecessary information. 

[bookmark: _Toc38377229] Cover Letter Writing
Morgan, (2017) States that a covering letter introduces you to a prospective employer. I have learnt that for a CV is a bone of who you are and what you have done, then a covering letter provides the linkage and the muscles. I was taught that a cover letter is required for the applicant to specify personal interest for the profession and motivate the employer to hire the applicant.
I learned about writing a cover letter from the lecture on how to convince the employer. I feel that the process begins with the writing style and convincing words about the applicant and their abilities. From the lecture I learned which type of words I should convey to the employer and which structure should I follow the letter. Overall, I feel I can write a standard cover letter for my application but before l could not write a convincing cover letter with good English and format.

A cover letter is the reflector of the CV. Morgan, (2017) said that in a cover letter, the applicant introduces you to the prospective employer. As a student of the healthcare sector, I need to apply for the profession in care home organizations. The lectures helped me with the format that I should follow for writing the cover letter which I will attach with my CV which can pick the interest of the employer. From my learning, I can now write a proficient cover letter for applying to a profession using the words that best suites the profession like the health care industry. From the writing, I also learned about the evaluation of the cover letter which I can now imply in my application for profession and try to convince the employer.

The whole process of cover letter has been shown with practical writing by the lecturer. I have realized that the gratitude part of the letter is very essential to appear polite, the mention of academic qualification and previous experience allows the employer to analyze the applicant’s ability to fit in the company. I understand that all the things should be written clearly and formally with the business writing style. There should be no mistake with language, choice of words and grammar. Since I strongly believe that the employer’s selection of applicants can be influenced through an efficient cover letter for the employer. For my profession, I will follow the structure of the cover letter and select a convincing word for the employer to convince him of the cover letter.

A cover letter is a thing that is used in the job selection process by the applicant to convince the employer for interviewing and hiring the applicant. About the cover letter, I did not know much which now I learned from the class and session. With the class and lecture, I have learned about the cover letter which I can apply in writing my cover letter.

Before the lectures, I did not know much about the cover letter, its motive and how it can be written. With the classes and lectures, I came to know about the cover letter. And the lecturer provided the standard format. The lecturer also showed us the efficient cover letter which I can follow for writing my cover letter with my own words and include my CV for my future job application. I aim to create the best form of cover letter for myself by inquiring my instructor constantly on letters created by me, I will then combine the responses to create a better cover letter. I will save the format and use it during my job search in healthcare.
[bookmark: _Toc38377236]
Presentation/ public speaking skills
[bookmark: _Hlk39254669]Splane, (2006) opines that presentation or public speaking is the media to reflect information to the concerned people by a person. I call I was taught that in the health care profession, the presentation and public speaking skills are very important as it is necessary to hold meeting, seminars and talking to other health care professionals. For varying the idea of the presentation skill, the lecturers provided us with the required information about developing presentation skills. In this course I was taught how to stand and deliver and how to select content that is to be delivered.

I was not comfortable to talk to the public or group of people l was shy and scared, and l did not know how to prepare my speech (talk). From the lecture, I learned how to present in front of different people, and I feel that it gave me a lot of confidence to communicate with others. The lecturer showed and told us some practical presentation in classes which l have been having, we  practiced on given topics which helped me to understand what points l should cover and how l must speak to deliver the correct information to the listeners. I fell that this skill is very necessary for health care professionals aiming to work in management in future. For any job seeker or job holder. I believe that the professional must convey and connect with different persons for operations and functions in an organization. So, for a career, it is good to be with skill since a professional has to communicate and conduct with different people. I have also realized that it is necessary to constantly practice this skill to improve as public speaking needs confidence and captivating the interest of the listeners with good content. 
Duarte, (2012) says they are three keys to giving a great presentation, to think, is to be audience-centric that is take time to think through the audience, to understand the role of the presentation and to wrap your content in story. I believe public speaking is a mode of presentation where a person speaks in front of different people to convey opinions in different matters. I have realized that most common media of presentation is the PowerPoint presentation which is now broadly used in almost every sector organization including care for health organizations.Pimp my PowerPoint tips!, (2008) talks about how to create a good presentation and it is all about being prepared with the content and the ability to answer the questions that follows. It is my firm belief that a presenter or professional can conduct a standard presentation to reflect the topic of the organization with constant practice. The presentation or public speaking skill is required for the development of the profession. In most cases, it is seen that presentation is required for the management personnel where the growth of a career is more than other departments. Since I am opting for my career in a care organization, I need to develop my presentation skills.

Presentation skills in the present day are vital for almost every profession. I think since the activities of the organization have become vast with the help of globalization, organizations need to employ those people who are more extroverted and present the organization to the desired market. In healthcare, the presentation is required for interacting with the patients and service users. I am now trying to develop my presentation skills so that in a future career I can present myself and speak in front of people.

For raising presentation skills and public speaking, more practice is required which I aim to do every time I get a chance because I am not good in speaking in front of people, shy and scared. The main benefit of the practice of presentation is the rise of confidence in handling the presentation and speaking in front of the public. For the development of my skills, I need to practice a lot in my class with academic presentations and speak to other people for different purposes while I get the chance to do so. I am also thinking about volunteering in a local adult care home so that I can improve my communication skills. 


[bookmark: _Toc38377243]Conclusion
The overall report was about the reflection of my learning from the classes and lectures in the institution. Since I am still a student, I have enough time for preparing for my career and developing employability skills. In this report, I provided my reflection about three basic skills for me which are CV writing, Cover letter writing, and presentation skills. CV writing is the documentation process of the personal information of the applicant. A cover letter is the extra document for convincing and motivating the employer and presentation skills are another basic skill which is required to present the skills and abilities of an applicant. The overall report has been conducted on the things that I learned from my observation.
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