Programme: Certificate of Higher Education in Skills for the Workplace
Assignment Title: Academic and Employability Skills (ACE)
BMSW4001
Frank Sunshine Shina  ID: 1914609
Lecturer: Anita Nan





















                                             TABLE OF CONTENTS
Introduction --------------------------------------------------------------------------------- 3
CV writing-------- ----------------------------------------------------------------------------4
Cover letter----------- -----------------------------------------------------------------------5
Presentation-- ----------------------------------------------------------------------- ------ 6
Time management---------------------------------------------------------- ----------------7
Conclusion----------------------------------------------------------------------------------- 8
References----------------------------------------------------------------------------- -----9
Appendix i (Time management graph pareto)----------------------------------------10
Appendix ii (In class exercise)----------------------------------------------------------10
Appendix iii (In class exercise)----------------------------------------------------------11

















                                                  Introduction
The purpose of this report is to reflect on my experience regarding to 4 of the topics learnt in this Module this term and term 1, and analyse how the feedbacks I received from the lecturer has been helpful to me in my workplace and at the university. In this assignment, I will be reflecting on 4 topics including; CV writing, Cover letter, Presentation and Time management, using Driscoll’s reflective model. 





















                                              
1. CV WRITING  
What?
Curriculum Vitae (CV), otherwise known as Resume, is an overview of someone’s work life, skills, education and experience, and a first step towards securing a job interview. CV is a very important document for people like myself who are already in work but simply looking for career advancement opportunities, those who are looking to change job due to redundancy, people looking to go back to work after a time-off like maternity or illnesses, and fresh university graduates looking to secure their first job or apprenticeship. I was delighted when this topic was taught in class this term.   
So What?
My understanding of this topic was slightly different before it was taught in class this term in week 2, for instance, prior to this class I usually write my address and postcode at the top of my CV, including other irrelevant information such as hobbies, my twitter account and my picture. However, after this class, I have learnt to avoid these and other common mistakes which the lecturer told me to avoid. The topic was very useful to me, the part I liked most was when the lecturer explained and analysed the step-by-step guide to writing a very good CV. It was very captivating and engaging for me as she showed an example of how a good CV should look like. 
The lecturer said I should aim to make my CV stand out by making the first quarter very catchy with bullet points and not more than two pages as recruiters spend an average of 5 seconds on a CV. She said I should start with my name at the top, no need to write the word ‘Curriculum Vitae’ or ‘CV’, use clear fonts like Times New Roman or Arial and size 11 or 12, keep personal statement clear and concise - not longer than three lines, start with the most recent job in the Work experience section, and the Education and qualification part should be dated showing month and year. I also learnt that I need to use bullet points, highlight skills and keywords in bold, keep my CV up to date, spell-check for errors and avoid putting photos, date of birth or my social media account. She played us useful tutorial videos from the module, and the in-class exercise on how to write a good CV really helped me in rearranging my CV. 
Now What? 
Henceforth, from what I have learnt in class, and with the help of a number of published literature materials, books, journals and articles on the topic, I have been able to write a good, well structured ‘killer’ CV in the right order - showing my name and contact details at the top, my personal statement not more than 3 lines, my education history with dates, highlighted my skills, achievements and work experience, and put my referees. Now I am fully ready to start applying for job.     
Reference; https://jobs.telegraph.co.uk/careers/cv-writing-advice/
Telegraph newspaper article (2015), assessed online on 22 August 2020
2. COVER LETTER
What?
Cover letter is usually sent with a CV to give recruiters an overview of a candidate’s suitability for the job. This topic was taught in class this term in week 3, and was very useful to me in understanding the importance of a good cover letter and the right format to use when writing this important document in order to secure a job interview. Some job descriptions clearly specifies that a cover letter must be sent alongside a CV.
So What? 
Before this class, I used to make my cover letter too wordy, cluttered and contained the same information in my CV until the lecturer taught me how to write a good one. She explained the importance of a Cover letter when it comes to securing a job interview. I learnt that the shorter the better as recruiters often browse through hundreds of Cover letters a day, and to make mine stand out, I need structure it in a way that it will grab the attention of the recruiters within 5 seconds of opening it. I particularly liked when the lecturer played some tutorial videos and made me and my colleagues do some in-class exercise to make sure we understood the topic. Her feedback was very useful to me as she explained to the class the do’s and don’ts in writing a cover letter, and after this class I had already learned that it is wrong to copy the same information in a CV and paste into a Cover letter as I have always done. I also learnt how to keep it simple and concise, using single page not more than 4 – 5 short paragraphs, and to only include relevant information showing my accomplishments, qualification, achievements, skills and ability relevant to the job description. 
Now what? 
Having learnt this in class, I now know how to write a good Cover letter without making it too wordy or cluttered, addressing the recruiter as Dear Sir/Madam if I do not know their name, or use Dear Mr/Mrs Smith if I do. I learnt that I need to end the letter with Yours faithfully and yours sincerely respectively. Now that I have learnt how to make my Cover letter catchy and grab recruiters’ attention from the very first minute they open my email, this has given me more confidence to start applying for jobs.

Reference; 
Online literature, Cover Letter - Journal of Proteome research, Editorial published January 5, 2017. 


3. PRESENTATION
What?
Presentation is a speaking situation that requires a great amount of practice and preparation, it involves a presenter communicating with an audience and getting a reaction. I learnt this topic in class in week 7 & 8 of second term as the lecturer gave a practical demonstration and video illustration on how to conduct a very effective presentation in order to be clear and engage well with the audience. I had little knowledge of this topic prior to starting this course, however I needed to learn more.    
So What? 
Before the class, I did not know the importance of some key aspects of presentation, such as body language, eye contact, gesture and positioning. However, when it was taught in class I found it a bit challenging but very useful in terms of how the lecturer explained the techniques and stages of presentation. After the lecture, I had already learned how to write bullet points and keep them short and simple, create legible slides, use a simple colour, table or graphics, and I now understood the right fonts and character to use for my PowerPoint presentation slides. For example, 32 - 36 is recommended for headings, while 20 – 24 is ideal for main body.  
Furthermore, the 2-3 minutes in-class speaking exercise on “the biggest achievements of my life” taught this term in Week 8 gave me confidence, and I felt stimulated to want to practice more at home. I was able to work on my body language and eye contact, improve my PowerPoint creation, and learnt how to make my slides easy to read, concise and well structured with less colour or animation. I practiced all the time in front of the mirror and always record my voice and play it back to myself from time to time. I got a positive feedback from the lecturer which was very useful for me at our presentation the following week. 
Now what? 
What I learned on this topic, especially the in-class speaking exercise gave me the confidence I needed in my preparation ahead of the recent group presentation for Effective Team working and Communication (ETW), and Managing Enterprise in the 21st Century (MAE) assignment modules. The style and skills I learned in class really helped me in my PowerPoint slides, and my engagement with the audience and my body language throughout the five minutes presentation was very impressive. I got a positive comment and a couple of criticism regarding timing from the assessment team which I have taken on board and hope to improve upon in future.

· Reference; Journal: Gamified Information Presentation and Consumer Adoption of Product Innovations - First Published March 1, 2017

4. TIME MANAGEMENT

What?
Time management is the ability to manage time effectively. The topic was taught in class in term 1, and has helped me to learn how to manage time adequately, complete more exercises or assignments in less time, using different procedures such as prioritisation, association, objective setting, and arranging. 
So What?
Prior to taking this course, I was having trouble with managing my time and this was having a negative impact on my studies and my daily routine. Doing well in school assignments was a battle until I learnt in this class how to stop procrastinating and take prioritisation seriously if I want to do well in my school assignments and score good grades. 
This aptitude is exceptionally basic for me at the university and in my workplace as they helped me in accomplishing my objectives, oversaw pressure, wiped out interruptions and improved my capacity to decide. Before this class, I was continually performing multiple tasks with the expectation that I could complete things without appropriate planning, until I learned different strategies on how to manage time. The lecturer used practical demonstration and played a video clip on a 3–step guide; 1, Eat an Elephant i.e. take one bite at a time, Step 2, start with the bit I liked most, and step 3, Ignore the silence songs – meaning I should ignore the distractions that are making me procrastinate.
Now what? 
I am now able to manage my time effectively applying the knowledge I gained in this class and using methods such as, RAC techniques; Record Analyze Change, to oversee dire and significant assignments. The Eisenhower Matrix; a useful framework which improves prioritisation of critical and significant tasks, Pareto Analysis; otherwise known as the 80/20 analysis – the theory which says, by doing 20 percent of the work, 80 percent of the outcome can be created.

· Reference; Anita, N. (2020) UWTSD In – class lecture, (Time management) Unpublished literature.


                                        
                                                  Conclusion
In conclusion, in this assignment, I have been able to reflect on my knowledge on my four chosen topics including, CV writing, Cover Letter, Presentation and Time management. My feelings and understanding was completely different before these topics were taught, I have been able to analyse how challenging they were at first, and reflect on how the techniques I learnt has given me more confidence. Fundamentally, what I really liked about the classes were the practical demonstrations, the in-class exercise, tutorial videos and the lecturer’s comments and advise which I took on board, and how making a good use of by applying them in the real word.  
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APPENDIX i
· Time management graph
Pareto Analysis 80/20 rule 
[image: C:\Users\User\Pictures\80-20-Pareto Analysis image 1.jpeg]

APPENDIX ii
· In - class exercise 1 Week 4
What we have learnt today is the assignment structure for Second term which focuses on Reflective Writing. We discussed what Reflective writing is, how to write Reflective report the key components of a good reflective writing, such as Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan.
For example, one of the topics taught last term was Time Management skill, and this term I learned about CV writing. Both topics are very important in achieving Academic and employability success.
The purpose of this report is to reflect and analyse the usefulness of what I have learnt. I am confident in my knowledge and understanding of the topics as they gave me more insights into the topics, however, I felt there are still some areas I need to develop such as Time Management.
While I have taken into consideration what I found very useful last term, I am very much interested in developing further my academic writing skills. I have assessed my last term results, and have taken on board the comments from the lecturer, therefore I hope to work on my mistakes, engage with the lecturer and improve on the topics learned so that they can be useful to me in my workplace and my everyday life.
Furthermore, this term I learnt how to write a good Cover Letter, I found this particular topic very useful because it is very close to my heart. The topic gave me more insights into what to include in a cover letter, which helped me develop how to structure my cover letter and gave me more confidence to apply for more jobs. I am very pleased at this.


APPENDIX iii

In – class exercise 2nd Term Week 3.
Wednesday 01/07/2020
My reflection is on CV writing taught in online class second term in week 2 via Teams.
1. My knowledge of this topic was that CV should be packed with a lot of information including hobbies, job specs etc
2. I really liked the class because I learnt about the essential things to include in the CV, it has to be short, concise and largely focused on my skills, experience and personal attributes in short sentences and paragraphs
3. I understood the topic really well as it focuses on how to sell my skill set to recruiters in order to stand a good chance of securing the job
4. I particularly liked how to structure my CV, i.e. not more than 2 pages, no need to write the word CV on the top or writing ‘email address’ before the actual email address, Also I liked the fact that I don’t necessarily have to include my hobbies in my CV
5. The topic was very inspiring and useful for me because at the moment I am in the process of changing my job so I am applying for a lot of jobs, and I have had to tweak my CV to make it more appealing.
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