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[bookmark: _Toc48140750]1. Introduction 
The following report is a collection of my reflections on specific topics in this model. The report will reflect my learning experience through course of this module. The topics I have selected for this purpose have the potential to benefit me significantly during my professional career development and in establishing a career in a designation of choice. These topics include: CV writing, Cover letter writing, analytical and critical thinking, academic writing and lastly summarising.  In order to detail my reflections, I have relied on Kolb’s reflective model. The model allows the exploration of experiential learning through four distinct but interrelated stages (Kolb and Kolb, 2018). The principle of the model is to encourage the learner to evaluate their experience systematically. The stages include concrete experience, reflective observation and abstract conceptualization (Brown, 2017). Since this is a cycle, the model can be used for one phase of the learning experience and then used again for the next phase till the experience is complete. 
[bookmark: _Toc48140751]2. Kolb’s Reflective Cycle
[bookmark: _Toc48140752]2.1 Concrete Experience
The module was introduced to us with many new prospects to improve our skills and knowledge on basic employability techniques. These skills and knowledge will help me in the future for personal and professional development. The module introduced several new aspects and set many unique challenges for us to better perceive the topics taught under this module. The learning experience helped us tackle our fears and understand what strengths and weaknesses we possess pertaining to the topics. The reflection is centred on five major topics I felt will be the most useful in the future for my career development. Another reason for this selection is to effectively map my development as I feel I have had the most development in these areas. I had very limited knowledge about employability skills especially in writing an effective CV and a successful cover letter. My analytical and critical thinking skills were also not very efficient. Besides I had always faced problems in academic writing and summarising. The module introduced many strategies and tricks to perfectly formulate a CV and a cover letter. The lectures and in-class tasks helped me to overcome my weaknesses in these areas and adapt some new skills. I learned that small details in a CV and a cover letter can make a large difference. Besides, the lecturer also conducted various small experiments and set simple tasks for us to improve our analytical and creative thinking. We were also taught useful strategies such as précis-writing to enhance summarising skills. These skills accumulatively also helped me improve my academic writing. This module in general helped me progress significantly in certain important areas and the skills I have learnt will definitely be used in my future career path. 
[bookmark: _Toc48140753]2.2 Reflective Observation 
Through the course of this module I faced significant amount of obstacles and challenges. I had to overcome all the barriers before I could complete the module with satisfactory results. In terms of experience, I faced both positive as well as negative circumstances. However, I had plenty of support from my guide and the lecturer which helped me cope with the negative situations. As a result, the experiences added to my development through this module. Prior to this learning experience, I had a wrong notion about the formulation of a CV. My ideas were an accumulation of weak internet articles which did not adhere to what we were taught in class. I mainly faced problem in structuring my CV properly and in including important details without excessive information. I was not confident about the proper format of a CV and my attempt at CV would fail mainly because of my lack of knowledge. I also did not know which information about my qualifications and achievements would be relevant to the CV. I learnt that it is very important to first identify what experience, qualifications and skills are required by the job/course I am applying to and to identify the skillset and experience that I have. This is crucial to structuring the CV to suit the description of the job I am applying to (Innes, 2016b). The lecturer then drew our focus on how the CV should give a clear idea about the applicant and their professional history along with their skills, talents and achievement which prove their suitability for the job they are applying to (Hening, 2020). I also learnt that majority recruiters look for problem solving skills in a CV. Hence it is crucial to present myself as a problem solver to give my application an edge compared to others (Manning, 2016). I learnt all these important details of writing a CV through the series of lectures dedicated to this topic. In fact I was successfully able to incorporate this into the CV I wrote for the purpose of this class. I was praised by the lecturer in terms of structure of the essay and how it successfully creates a good impression. However, I was asked to improve my writing skills as there were a few grammatical errors as they might have a lasting influence on the recruiter which might end in rejection of the job application (Leitch, 2020).
The lectures next week were focused on writing proper Cover letters. I had heard about cover letters but I did not have any experience in writing cover letters. The lecture series on this topics opened with basic skills which were helpful to students like me who had had no prior experience in writing cover letters. The basics taught us that a cover letter often includes details that the CV or the resume might not present (Pelczarski, 2019). The cover letter is an important aspect of an individual’s job application and can play a crucial role in determining the choice of the employer pertaining to the candidate. It is therefore important to understand what an effective cover letter contains and how the content is presented within the same (Innes, 2016a). I  learnt that it is important to give a cover letter a professional header which must include details like my name, phone number, email address, date, name of the recruiter and name of the designation I am applying to (Tomaszewski, 2020). The lecturer also taught us a few skills to write an attention grabbing opening paragraph which plays a crucil role in creating an impression on the reader. I was also able to understand the basic difference between a cover letter and a CV. A CV summarises the skills and work experience of a candidate while the cover letter is more personality focused and an insight to why they would fit the job (Proctor, 2017). However, despite excellent lectures and presentations given by the teacher, I could not produce an effective cover letter. I was advised to improve my writing skills and improve my analytical skills. I was not able to include relevant personality features in the cover letter. 
Through the courses of both the series CV and the cover letter lectures, I showed poor writing skills. I was able to improve my writing skills through the next three lecture series. The next week the lectures were focused on academic writing practices. As a test of skills we were asked to write a piece on a topic of our choice. My piece was moderately critiqued on basis of writing skills and it lacked analytical aspects. The piece also showed multiple grammatical errors. In the proceeding lectures we were taught basic skills such as clauses, types of sentences and agreement of verb with the subject to help us improve our academic writing skills (Shewan, 2020). We were also taught tricks and strategies to conduct analytical research. My guide helped me to understand these basic skills better and advised me to take up an online course to further strengthen my core grammatical knowledge. I went through samples of good writings and journals to improve my understanding. I also practised my skills through short online assessments. The cumulative effect of these endeavours was reflected in my final assignment which was marked “exceeds expectation” by my tutor. I was satisfied with my progress but I wanted to indulge further in self-training to further enhance my writing skills. To this end, my guide advised me to go through certain books and online courses. 
The following week consisted of sessions on analytical and critical thinking and on effective summarization. We were taught that summarisation forms an important part of academic writing (Bailey, 2017). The lecturer taught us useful skills such as précis writing which aid in summarising articles. We were also taught paraphrasing to avoid plagiarism in writing. During the same week, we were taught analytical and critical skills. My cover letter had lacked analytical skills and I had always had deficits in critical thinking. Critical thinking is an important factor influencing aspects like reflection, investigation and planning (Islam, 2015). In order to improve our analytical skills our lecturer taught us how to formulate bubble diagrams and process flowcharts which can be applicable in daily loves to enhance a decision making process (Michaels, 2020). We were assigned some in class activities. I excelled in some and failed in some. My tutor noticed that I had progressed in terms of critical thinking. However, my analytical skills were still lacking depth. 
[bookmark: _Toc48140754]2.3 Abstract Conceptualisation 
From my reflective observation I can conclude that analytical and critical thinking skills, academic writing skills and summarisation skills all impact how effectively I can write a Cv and a cover letter (Done and Muvley, 2016). The application of these skills can help me in setting a competitive edge among other applicants for a job and make my application stand out from others. The skills I have imbibed on during the analytical and critical thinking sessions will be applicable to decision making situations as well as in professional development. Through those lessons, I have come to the realisation that while analysing my CV and my cover letter I had shown a lack in the analytical and critical skills. These skills have thoroughly improved through the course of the module. However, I would like to further improve my analytical skills as I feel I still lack in some areas. I should have communicated more with my peers which I have realised I was not able to do due to lack of my communication skills. Interactions with my peers might have had a potentially positive influence on my learning experience. I must have taken help from them for certain tasks and activities which were meant to be done with help from others. I also must have taken an online class for cover letter writing as my skills to this area still shows some lack. The module has helped me to thoroughly improve my skills. However, judging the feedbacks of my tutors have led me to believe that there are still areas I can improve in. 
[bookmark: _Toc48140755]2.4 Active Experimentation 
In lieu of the feedbacks given by tutors and the advices provided by my guide, I have planned to indulge in activities that will help me improve on my weaknesses. These activities will also help me implement the knowledge I have obtained in the module. I will partake in some online classes to improve my writing skills and analytical skills as these two areas require being improved the most. These additional learning practices will allow me to stay in practice even after the module has ended. Secondly, I will also conduct individual research into basic grammatical skills and indulge in assessments online to improve this area. Lastly I am maintaining a journal with my reflective record in it. I record my development and progress after each topic and use it as a log to discuss further action plan with my guide. 
[bookmark: _Toc48140756]3. Conclusion
The above report records my reflection pertaining to certain topics in the module. I have structured the report on Kolb’s reflective cycle. The learning experience has allowed me to improve my skills and knowledge in these areas. I have also detected flaws in my knowledge and plan to improve on those. 
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