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Introduction
On this report I am writing about reflection on four topics studied on ‘Academic and Employability Skills’ module. Firstly a review of the literature on the topics is carried out in order to have a better understanding on the subjects to reflect about them. Secondly I will reflect on my knowledge before the course started, what I learned during the classes, whether I understood the topics or I need to do more research and reflection, what I like and dislike about the topics and whether the topics were easy, difficult, inspiring, boring or useful and why. 
In this report I will use the ‘Concrete experience and Reflective Observation’ form Kolb’s Theory. This method of reflection resonates more with my personality and thought process. I learn better by doing and through experience rather than by listening or just reading from someone else. I stop, look back and analyse what I did, what I saw, what I heard.
   
Review of Literature on Cover Letter writing.
According to the giant web ‘reed.co.uk' (Cheary, M 2018), a cover letter is the most underrated part of a job application. They claim that a good cover letter will set you apart from other applicants and will make you sell yourself better. 
What is a cover letter then? It is a document that applicants send attached to the CV so it is the first part of the application that recruiters will read. The cover letter is a description of why you are the right candidate for the role, what can you bring to the company to help the business move forward and prosper. 
Some of the experts in the literature (Kagan, J, 2020), advice to focus on important points such as:
To personalise the letter for each role. Do not sound arrogant repeating ‘I’, ‘me’ or ‘my’. Find another way of describing your accomplishments, you will need to back up your statements with facts and figures.
Include contact information.
Be clear and straight to the point for the specific role. Do not use complicated language. Make you letter of one page maximum.
Do not repeat what is in your CV.
Review the letter a few times before sending it to make sure there are no grammatical mistakes and you have included and written the names of the hiring Manager and company correctly.
Closing statement. Thank the recruiter for taking the time to read your letter and CV.

Reflecting on cover letter writing
Wit regards to the published literature about being brief and concise and keeping the cover letter short between half a page A4 to a maximum of one page, my observation is that it seems unrealistic and a bit difficult to stick to this guidelines when also the experts tell you all the key points that we should include in the cover letter (read paragraph above with a minimum of six points). 
What did I know before I started this course?
I had a general idea about Cover Letter writing but I never paid much attention to it since I always managed to get a job without it. 
What have I learned in class?
Recruiters seem to really look into a good Cover Letter or at least that is what the literature says about it. In class exercises made me realise of the importance of learning about the topic for future job applications.
Do I understand the topic? 
Yes. Know I have a much better understanding of how to write a Cover Letter and what recruiters are looking for.
What do I like and dislike?
I like the fact that this course provided me with the knowledge to be more competitive when applying for a job and be able to sell myself a lot better to the employers. 
I do not like the fact that some dishonest and not competent individuals with this knowledge will create a false profile of themselves and will gain access to better positions within organisations.  

Review of Literature on CV writing.
What is a CV also known as Curriculum Vitae, or résumé?
According to expert recruiter at reed.co.uk, Rolfe, A (2020), it is an essential part of any job search. It is where you describe your skills, job experience, academic and professional qualifications. 
It is the document (along with a Cover Letter), that job seekers will send to recruiters when applying for a job.
A well written CV will make you stand out from the crowd and possibly get you an interview.
Recruiters consider important things such as; format, logic, being brief and grammar very important among others.
It is also advice on keeping the CV to a maximum of two to three pages and only include wha is relevant for the position that you are applying for. Candidates can always elaborate a bit more in the Cover Letter. They agree that we should retouch and tweaking the CV depending on the position we are applying for. 
Recruiters now use automated software that look for specific keywords relevant to the skills they look for. They advice to read the job description to include some of those words in the CV. 
The main key points to consider when writing a CV are:
Be legible and easy to follow.
Be organised in reverse chronological order.
Present headings so that they are clearly visible
Use bullet points to allow employers to quickly get to the part they’re interested in.
Emphasise the skills which are most relevant to the role.
Not include any general, superfluous information. 
Engage the person reading it and convince them that you’re the right candidate.

Reflecting on CV writing
Having read articles form different experts and recruiters about CV writing I think that the CV is much more important than the Cover Letter. Although one can lie or retouch it at some extent, in general terms it is more realistic than the Cove Letter. 
What did I know before I started this course?
I always thought that the CV is the most important tool to find a job and I always used it to find work in the past.
What have I learned in class?
I learned more about the design, format, language, vocabulary and structure of a good CV.
Do I understand the topic? 
Yes. Know I have a much better understanding of how to write a CV.
What do I like and dislike?
I like the fact that this course provided me with the knowledge to be more competitive when applying for a job and be able to sell myself a lot better to the employers. 
I like everything about CV writing since I think is a more valuable tool than the Cover Letter.

Review of Literature on Reflection.
What is reflecting? Some experts in the literature (skillsyouneed.com),  describe reflecting as not only understanding what has been said but also feelings and emotions.
The definitions in the dictionary are multiple using different expressions but basically what means is ‘to give back’ (thefreedictionary.com). 
The two main techniques on reflecting about what the speaker is saying or what we are reading are:
Mirroring.
Mirroring involves repeating almost exactly what the speaker says. Although attention must be paid to not to repeat too much what the speaker said or it will be too obvious and can be offensive.
Paraphrasing.
Paraphrasing is to make a brief summary of what the speaker just said or what we just read using different words.
When it comes to reflecting at work a more complex technique is to be used.
Reflecting on your work.
Thinking about what we have done and learnt at work at the end of the day is the most effective way of reflecting on your work.  
‘Reflecting after work experience each day will ensure that key details and learning points from it are not forgotten’ (Elsworth, C, 2020). This will involve not only what we have done but also what we said, what we hear, see and our feelings and emotions. 

Reflecting 
The techniques on reflection that I have seen in the literature are effective tools to use and make them a habit so that we make sure that we are paying attention and understanding to what we hear, what we are reading or doing at work. I think that a good technique would be at the end of the day seat down in the quiet and think:
Did I do a good job today?
What did I do wrong?
How can I improve or correct my mistakes?
Did I help others? 
Did I understand what I read or heard?  
In summary we are ‘reflecting’ on our experiences.

Review of Literature on Report Writing.
It is first important to understand the definition of Report Writing. According to the experts from ‘reference.com', the definition of report writing is ‘to create an account or statement that describes in detail an event, situation or occurrence, usually as the result of observation or inquiry’.
When writing an academic report the literature mention the most important points to be:
To be relevant to the subject in question. The report must address an existing problem in the literature about the subject and be able to fill in holes and problems. 
The report must be organised with an introduction, the methods used, the results and a discussion to interpret the results.
It must be accurate and objective with facts, not personal opinions. 

Reflecting on Report Writing.
This is the most difficult subject I have studied on this course. 
Before I started this course I did not know anything about report wiriting. Now I have a basic understanding of the topic but more research, analysis and practice is needed. One of the very important things I learnt in class is ‘referencing’. This will avoid plagiarism and also we must give credit to the authors’ work. I personally do not like this subject because I do not enjoy writing and writing a report is not an easy topic. 
Report writing is a very useful skill to have since today we have to write more or less in any field and this will give me more confidence.

Conclusion
Reflecting is a powerful tool that should be part of our daily routine. I believe that reflecting will benefit not only our academic skills but also our personal and professional relationships. 
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