Reflective Report
Introduction
Completing Component 1 gave me the chance to understand my own employability skills more clearly and see how they connect to real job opportunities. The task involved finding a suitable job advert, analysing the job description, and creating a CV and cover letter tailored to the role. I chose a Sales Advisor position at H&M because it matched my strengths in communication, customer service, and working in fast‑paced environments. Throughout this process, I learned how to present my experience more confidently and how to match my skills to what employers are looking for. This component helped me recognise the value of my previous recruitment experience and how transferable those skills are to retail. It also showed me the importance of being organised, reflective, and intentional when applying for jobs. Overall, this task has strengthened my understanding of what employers expect and how I can present myself professionally.
Reflection on the Job Advert & Job Description
When I began searching for a suitable job advert, I wanted a role that matched my strengths and felt realistic for my next step. The Sales Advisor position at H&M stood out immediately because the advert highlighted qualities I already use in my previous roles, such as communication, customer service, and working confidently in fast‑paced environments. Reading the advert helped me understand exactly what employers expect from someone in a customer‑facing role. For example, the advert emphasised being friendly, approachable, and confident supporting customers on the shop floor, which made me reflect on how naturally these skills come to me from my recruitment background.
The job description also helped me understand the practical responsibilities of the role, such as operating tills, replenishing stock, and maintaining visual standards. Even though these tasks are different from recruitment, the underlying skills — organisation, attention to detail, and staying calm under pressure — are things I have already developed. This made me realise that I am not starting from scratch; I am transferring skills I’ve already built through real experience.
The person specification was especially useful because it showed the type of attitude employers look for. Words like “reliable,” “positive,” and “team player” made me reflect on how I have shown these qualities in previous jobs, especially when managing clients, arranging meetings, and solving problems quickly. Overall, analysing the job advert and description helped me understand how to match my experience to what employers want, and it made the rest of Component 1 much easier to complete because I knew exactly what I needed to highlight.

Reflection on Creating My CV
Creating my CV for Component 1 was one of the most valuable parts of the whole process because it made me look closely at my own skills, experience, and strengths. At first, I wasn’t sure how well my recruitment background would transfer into a retail role, but once I started breaking down my responsibilities, I realised I had far more relevant experience than I originally thought. Writing the CV helped me recognise how much customer service, communication, and problem‑solving I have done in my previous roles, even though the job titles were different.
One of the biggest things I learned was how important it is to tailor a CV to the job you’re applying for. Instead of listing everything I’ve ever done, I focused on the skills that matched the H&M job description, such as working in fast‑paced environments, supporting customers, and staying organised under pressure. This made my CV stronger and more focused. It also helped me understand what employers actually want to see — not just tasks, but the impact of what I’ve done.
Another thing I reflected on was how confident I sounded. In the past, I tended to downplay my achievements, but this task pushed me to write about myself more positively. For example, I realised that building relationships with clients, handling high‑volume calls, and solving problems quickly are all strong skills that matter in retail. Seeing them written clearly on my CV boosted my confidence and made me feel more prepared for real job applications.
I also improved the structure and layout of my CV. Making it clean, easy to read, and professional helped me understand how important presentation is. Employers don’t have time to search for information, so clarity is key. Overall, creating my CV helped me understand my strengths better, recognise my transferable skills, and feel more confident about applying for customer‑facing roles.










Reflection on Writing My Cover Letter
Writing my cover letter was one of the most eye‑opening parts of Component 1 because it forced me to think about how I present myself to employers in a more personal and confident way. Unlike the CV, which is more factual, the cover letter gave me the chance to explain why I am a good fit for the Sales Advisor role at H&M and how my previous experience connects to what the company is looking for. At first, I found it challenging to strike the right balance between sounding confident and staying professional, but once I focused on the key skills from the job description, the writing became much clearer.
One of the biggest things I learned was how important it is to tailor a cover letter to the specific role. Instead of writing something generic, I focused on the qualities H&M highlighted, such as customer service, teamwork, and communication. This helped me reflect on how much of my recruitment experience is transferable. For example, supporting clients and candidates, handling high‑volume calls, and solving problems quickly are all skills that directly relate to helping customers on the shop floor. Realising this boosted my confidence and made me feel more prepared for real job applications.
Another thing I reflected on was how the tone of the cover letter affects the impression I give. I chose a confident, sales‑focused style because it matches my personality and the type of work I’ve done. Writing in this tone helped me express myself more naturally and show employers that I am someone who can approach customers, communicate clearly, and stay calm under pressure.
Overall, writing the cover letter helped me understand how to sell myself effectively and how to highlight my strengths in a way that matches what employers want. It also made me more aware of how important it is to be clear, positive, and confident when applying for jobs.










Reflection on My Interview Preparation
Preparing for an interview made me think more deeply about how I present myself in person, not just on paper. Even though I haven’t completed the mock interview yet, reflecting on what I would need to do has already helped me understand my strengths and the areas I want to improve. I realised that interviews are really about confidence, communication, and being able to explain your experience clearly — all things I’ve already developed through recruitment, but in a different context.
Thinking about the types of questions I might be asked, such as “Tell me about yourself” or “Give an example of good customer service,” made me reflect on my past roles and how much experience I actually have dealing with people, solving problems, and staying calm under pressure. Preparing answers using the STAR method (Situation, Task, Action, Result) helped me structure my thoughts and made me feel more organised. It also showed me that I have plenty of real examples that demonstrate my skills.
I also reflected on the importance of body language, tone of voice, and first impressions. In recruitment, I often judged candidates based on how they presented themselves, so it was interesting to put myself in their position. This made me more aware of how I need to come across: confident, friendly, and professional.
Overall, thinking about interview preparation helped me understand what employers look for beyond the CV and cover letter. It made me feel more prepared and more aware of how to communicate my strengths clearly in a real interview situation.
Action Plan
After completing Component 1 and reflecting on my progress, I have identified several clear actions that will help me continue developing my employability skills and prepare more confidently for future job applications. My first priority is to keep improving my interview skills. I plan to practise answering common interview questions using the STAR method so I can explain my experience clearly and confidently. I also want to work on my body language and tone of voice, as these play a big part in making a strong first impression.
Another action is to continue tailoring my CV and cover letters for each job I apply for. This task showed me how important it is to match my skills to the job description, so I will make sure every application I send is personalised and focused. I also plan to apply for more customer‑facing roles to build experience in retail and strengthen my confidence working directly with customers.
Finally, I want to keep developing my communication and teamwork skills by taking opportunities in work or daily life where I can interact with different people. Overall, these actions will help me grow professionally and increase my chances of securing a role that suits my strengths.

Conclusion
Completing Component 1 and reflecting on the process has helped me understand my strengths more clearly and recognise how much experience I already have that is valuable to employers. I learned how to present myself confidently, tailor my applications, and communicate my skills more effectively. This component also helped me identify areas for improvement, such as interview confidence and continuing to develop my customer‑facing experience. Overall, this reflective process has made me more prepared, more self‑aware, and more confident about applying for roles that match my abilities and future goals.














