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1 Introduction

In this report, I will use the Gibbs Model of reflection to give an insight of my reflection of the three chosen topics I have learnt at university.  I will state what I did know about each topic before I started university, what I have learnt now and what I will do differently in future when dealing with these topics or similar situations.  The three topics I have chosen to reflect on are:

1a: CV Writing

1b: Cover Letter Writing

1c: Public Speaking and Giving Presentations

My understanding of CV back in my school days is a document that contains my educational and work history that I can provide to employers when I am looking for a job.  I was not taught much about it apart from putting on it a lot of information like my name, my date of birth, my national insurance and email address. Also, I was taught to put on it all what I have done in terms of work and education.

 Because I am going to use the Gibbs Model of reflection, let me first let me define it.  Gibbs Model of reflection was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It gives conclusion about what you learned and what you could have done differently.  It also gives you an opportunity to draw an action plan for how you would deal with similar situations in the future or general changes you might find appropriate. (www.ed.ac.uk)
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1a: CV Writing

Since I entered university, I have learnt a lot about CV and it’s purpose and usefulness.  I have learnt that A CV is also known as Curriculum Vitae and it is a written overview of one’s skills, education and work experience.  I have learnt from lectures that CV may be used for a variety of reasons, however, the most common of these is to send to employers when looking for a new job (Mar 18, 2019 Wikipedia.org).  In the past, I have always included in my CV my date of birth, and the date that I am writing the CV.  

Also, in the past I had stated both work and employment histories beginning from the past to the current and my national insurance number.  I have even used colourful texts and creative fonts.  I did not have an understanding that these were unnecessary.  I had also in the past made my CV very long because I would include materials that were not significant, and this was a disadvantage to me getting a job. 

 After lectures on this module, I have now leant that CV should be written in a more modern and academic way.  I have now known that CV should not be too long, at least two pages will be ideal and should not include date of birth or age as recruiters will think job seeker is out of touch with current requirements.  I have also learnt that employment history and educational history on a CV should start with the current then to the past.  In the past I did not structure my CV in a professional way.  I have learnt in my lecture that a CV must include my name, address, phone number so that any interested employer will contact me, a personal statement, work experience, skills, hobbies, references and a clear and simple layout.  I now understand how a professional CV should look like in order to attract employers.  

Moving forward, I will be confident to write a good CV where I will put into practices my leaning outcomes of good CV writing.  I will be writing my CV in a simple and standard way making sure all necessary information is included and making it attractive to employers.  I will create a good CV which will give an impression to the employers and hence an opportunity to get a job.  I will make my CV not long as I did before.  I will put into practise what I have learnt at university of good CV writing so that I will increase my chances of getting a better job.  



1b: Cover Letter Writing

When I was at school back in Africa, I did not know much about a cover letter.  The only thing I learnt then was about CV writing even though it was not in detail.  The first time I know about cover letter was when I came to England and started looking for a job.  This was when I read about it as I was asked in most of the jobs, I was applying for to submit a cover letter with my CV. I did find it difficult because to start with as it was my first time of knowing that apart from CV there is also a cover letter that goes with it.  

When I wrote my cover letters then I would repeat what was in my CV. I did not know what to say or include in my cover letter.  I did not know what structure to use to write a proper and professional cover letter.  I faired that I will be repeating myself from what I have given on my CV.  I would rather focused on my educational history knowing very well that there was not much to say about my work experience.  I will even write about where I was born and my date of birth.   I will give so much information that is not necessary for the purpose of the job.  To me cover letter is just to write everything on your CV with explanation.  This made it difficult for me to get a job in most of my job applications.  It was very frustrated for me at the time.  What I did not know was that a cover letter was for me to proof myself fit for the role I am applying for. 

What I have now learnt about cover letter from my lectures at university is quite different from what I knew and from how I used to present myself on the letter. Although from reading about a cover letter I understood that it was a document sent with a CV, I did not know that it differs from the CV in that instead of being a written overview of skills and experience, it is mainly written with the job one is applying for in mind- allowing one to highlight certain areas they think would make them right for the role.  I did not have a clue that a well written cover letter is the perfect way to set myself apart and help see my application and convince recruiter that I am the right person for the job.  I did not know that writing a good cover letter will help me stand out and have a better chance to get the job.  In fact, I have no idea that a cover letter was that important.  Also, I did not know that there is a specific format to write a cover letter and also a specific information that is to be included in a cover letter. I did not also know that a good cover letter will put me in a better position in the job market.

I have now learnt that cover letter should include my personal details (e.g. name, address. Phone number), the hiring manager’s name, where I found the vacancy, why I am suitable for the job, what I can do for the company and it should have a closing statement including thanking the recruiter for their time.  I have also learnt that the address of the company should always be on the right-hand side of the letter and mine on the left.  I have learnt that the importance of cover letter is to help me stand out from the crowd by writing positives things about myself.  Now I know that my focused in writing a cover letter will be to sell myself excellently so that I will stand out.  Unlike in the past my knowledge of cover letter writing was vague and repetitive of my CV.  Going further in the future, I will put into practice what I have learnt in lecture of good cover letter writing. I will write to stand out in the crowd by saying positives things about myself. I will give the right information on the cover letter and I will always be confident of what I write on the letter.  This will also make it possible for the employer to learn more about me, my personality, and what I want from the job and gain insight as to why I am applying for the role.   


1c: Public Speaking and Giving Presentation

My next reflection topic is Public Speaking and Giving Presentation.  According (Business.tutsplus.com)- Public speaking or Presentation is giving an oral presentation before a class or another group of people.  Presentation can cover a wide variety of different topics.  The goal of the speech may be to educate or influence the listeners.  The presentation I have done in the past was mainly at school.

When I was at school in African, I did presentations, in front of my class. My understanding of presentation at the time was to sand before the audience and talk on a topic. The presentation was done by talking and using the board.  When talking I used my hands a lot by making a lot of gestures not even knowing whether my audience were understanding what I was saying or not.  I did not know what the audience expected from me or what I expected from them.   At the end of my presentation, I never gave my audience the change to ask me questions because I did not know I had to do that. When I presented at school, I stood in front of the audience in a way that will block their view to the board.

Having attended university here in London and have learnt about presentation in my lectures, I have had knowledge on a modern way of presentation such as PowerPoint presentation.  This is a modern way of presenting to my audience.  I have learnt that I should not stand in front of the audience in way that will block their view of the visual display unit.   I have learnt that presentation slices should not have plenty information on them.  The slices are preferable to have bullet points and each slice should have less than seven bullet points.  I have also learnt that the font I should use on my PowerPoint should be either time new roman or Arial.   Also, at the end of my presentation, I should give my audience the opportunity to ask me questions and I should be able to give them the answer and feedback they require.  I have also learnt that I can store information on the presentation devices I am using for future use.  Also, I leant that what does stand out as a distraction is bad PowerPoint presentation by using poor photos, or lots of unnecessary lines

In the future, I plan to put this learning of presentation into practice by putting more effort in practising in my spear time with colleagues. I will also do my best to do further private studies on how-to do-good presentation. I will refrain from using the old style of gestures so that my audience will concentrate and understand me better. 

2: In summary, I can reflect that time is changing with new technology and new ways of doing things.  I have now understood that I should have done things differently then had all new technologies were available. With the new understanding of how to do the above topics discussed, my plan for using them would be simple.   The Gibbs model is has helped me understand on how to reflect on 

3: References:

www.ed.ac.uk
www.wikipidia.com
business@tutsplus.com 
www.life.spectator.co.uk/articles/the-dos-and-donts-of-writing-a-cv 
www.inc.com/articles/2001/05/22582.html







 












 
























































image1.jpeg




