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Introduction
Within this reflective report I will be discussing how Academic and Employment Skills module has helped me develop my academic and employability skills. These are to include my personal development plan, Curriculum Vitae, cover letter writing and presentation skills. I will be discussing how the module has helped me become a better student and has helped me on my journey to go on to study my full degree in Psychology and counselling and given me the skills which will be vitally important when I eventually seek employment. Where possible I will be relating to the context of health and social care. I will also be using feedback from the cover letter writing in-class activities which will be attached to my report in the form of an appendix. I will be using the Kolb method of refection for this report.
Curriculum Vitae
I haven’t had a Curriculum Vitae for several years as I have not had the need for one. This is due being a single mother. My daughter has autism and ADHD which has made it impossible for me to work up until recently. She is now getting on better with school and I have learned to cope with her conditions much better. Within the module we have learned what is needed to create a well written and presented CV. As (Cottrell, 2010, p. 243) states “presentation is extremely important to CVs. Employers may receive hundreds of CVs and may conduct the first selection based on presentation skills.”
I know my CV needs to paint a picture of who I am and what I can offer to the organisation that others cannot. I know presentation is crucial to a CV and that its more likely to get looked at if it is not too long and has clearly laid out sections of the relevant information. I had not ever really considered the job of a manager before with having to read though hundreds of CVs in a short space of time from discussing in lectures basically any CV gets put into three piles no, maybe and yes. Not many get through to the yes pile. From the skills I have learned I would like to think my CV would be on a yes pile in future years. By making my CV attractive and interesting, I will stand a better chance of getting an interview both (Cottrell, 2010) and (Maund, Schriek & Tinker, 2017) both agree a well laid out carefully written CV will give anyone a better chance at getting an interview. 
I was worried that because of not being employed for a good number of years this may look bad on a CV. For the roles I would like to seek future employment in a lot of everyday life skills can be transferable skills. From dealing with my daughters special needs and the many appointments we must attend with medical professionals. When writing my CV, I will include this information as feel it will be valid. I have learnt that a good CV shouldn’t just tell an employer what you have been doing but should show them that they need you to work for them with the correct vocabulary used. This will make my CV stand out from others and I will stand a higher chance of getting an interview. 
Cover Letter Writing
Within lectures we discussed the importance of having a cover letter. We also had an in-class exercise where we had to write up our own cover letter. When I was in employment before motherhood. I don’t recall ever having to write a cover letter for any job that I had been employed in from retail to office work. I just filled in application and attached my CV which was not even typed and was handwritten for some of my first jobs. Initially my thoughts were what is the point in this, surly a well written CV is enough? Why do I need this letter what is the point? Obviously, this trail of thought was totally incorrect. I am at university to learn so without question I kept my mind open. From actively listening in lectures I have learned that without a cover letter your CV is meaningless now.
The skill of formatting and learning about cover letters was something new to me. As (Morgan, 2017, p. 356) states “If the CV is the bones of who you are and what you have done, then the covering letter provides the linkages and the muscle.” I understand how crucial it is to grab the persons attention who is reading the cover letter. Often the cover letter is the first thing a future employer will see. It is important that I am able to show my interest in the vacancy or my interest in the company. I have learned that an employer is going to want to read my CV if my cover letter draws their attention. 
The in-class exercise given was to compose a cover letter for an application as a Healthcare Assistant. Within the cover letter I had stated that I wanted to learn new skills but not actually specified what these skills were. I will remember for future cover letters that I need to ensure I accurately state what the skills I would like to learn actually are. It was also noted on my feedback that within the letter I should focus on impact rather than tasks. I also prefer to be able to type my work as I always struggle with my spelling slightly on in class exercises due to my dyslexia. Overall, I found the exercise relatively easy to complete and overall received positive feedback.
Presentation Skills
Within the module I have had to give two presentations one group and one individual. The group presentation we used the Kolb reflection cycle for a short mini presentation as we felt this was the best method to use as Kolb’s “experimental learning theory suggested that the central idea of learning is the process whereby knowledge is created through the transformation of experience. Kolb explained the process of experimental learning as a four-stage cycle involving four learning modes: concrete experience, reflective observation, abstract conceptualization, and active experimentation” (McTaggart, 1997, p. 248). Maclean & Harrison (2011, p. 128) states “The best way of thinking about the learning cycle is to recognise the people only learn based on experience. An experience itself will not be enough to ensure learning, just because you do something you won’t necessarily learn from it you must continue around the cycle in order to learn.” I created the power point for the group based on the Kolb cycle. Looking back, I would have done the front page slightly differently. We based the presentation around the baking of a cake. A picture of a cake with “Who likes cake” was the first slide. Ideally the first slide I feel should have just been the cake with “who likes cake” coming after. Given the chance to do this presentation again I would also have added a header on each slide for each of the sections of Kolb’s cycle. The general feedback from the class and lecturer was the presentation was good. I feel my skills have improved greatly and I enjoyed giving the group presentation. 
[bookmark: _GoBack]For my individual presentation I chose to use Kolb refection cycle again. I chose to do my presentation on a very personal issue in my life that I could reflect on as I enjoy reflective writing as it is a skill that will enable me to become better at reflective practice as it helps to “steer clear of two unhelpful extremes. On one hand, it avoids an anti-intellectual approach – that is, one where practitioners attempt to reject theory and prefer to rely on common sense. On the other hand, it draws attention to the problems of ‘technical rationality’, the belief that theory and research can, if suitably well developed, provide solutions to the problem’s professionals encounter” (Thompson, 2005, p. 147). By following the Kolb reflective cycle, I was able to steer clear of these two unhelpful extremes for my own reflection.
I did my presentation on my postnatal depression and my journey through it. I found this presentation the easiest one I have done so far. With the knowledge gained from lectures I now understand the importance of engaging the audience from the very start of the presentation. I feel that as it was such a personal topic I could, given the chance spoke for a lot longer as it is something, I know is a brave topic to speak out about but something I am very passionate about making people aware of. I enjoyed presenting to the class and I feel I gave an extremely confident presentation. My feedback from this reflected my own personal view of how well I done. I was marked 99/100 which was outstanding. I was overwhelmed to get such an amazing mark. I was unfortunately a little late for lecture on the day of presentation. There are two things I would have done differently given the chance again, first I would be on time and been slightly more relaxed and I will use a different model of reflection to Kolb’s as I did find it simplistic and I would have liked to have more guidelines to follow for the emotional impact of postnatal depression as “Kolb (1984) can be accused of being too simplistic and sequential and lacking in an understanding of the effect that emotion can play on change and the reason for change at a particular time in a particular way” (Hayes, Daly, Duncan, Gill, & Whitehouse, 2017, p. 11).
                        
Before studying the thought of presenting was extremely scary. I now feel so much more confident with presenting. I had not used power point since around 2004 so the process of remembering how to use it was quite daunting at first, but once I took time to go over it, I realised it was quite easy. When I had given presentations in the past, I had awful memories of forgetting what I needed to say stuttering though the bits I did remember and getting very flustered. This was probably due to lack of planning and preparation as (Morgan, p. 2017) states “a presentation without much preparation will likely fail to achieve its objectives”.
Although I still feel slightly flustered at having to present. I feel with age and confidence that my presentation skills have greatly improved. Both Morgan (2017) and Pritchard (2008) “agree that giving any form of presentation can be a difficult task but is a requirement for most undergraduate programs. The process is an experience to gain further knowledge and understanding also to increase confidence”. Nearly everyone can get nervous at some point when giving a presentation so all the feelings I have had in the past and still have elements of to this day are totally natural and all part of my learning journey. 

Conclusion
I have gained a great number of skills throughout the Academic and Employability module to make me both a better student for my future degree and for employment in years to come. 
I now am confident with writing cover letters and understand both the importance of the structure and content of what information needs to be written in one.  I am well prepared for being able to construct a well written CV for future employment. Knowing that having a CV that stands out from the rest is highly important to getting an interview. 
I have become confident in putting together a Power Point presentation. My presentation skills have become enhanced and I not do not feel as intimidated or flustered when I comes to presenting in front of others now. I have learned to work as part of a team to give a presentation and can confidently say I am able to give a high standard of presentation as part of a team or individually. I have also gained knowledge in using reflective cycles and applying them to my work. 









References 

[bookmark: _Hlk28882069]Cottrell, S. (2010). Palgrave Study Skills, Skills for success Personal Development and Employability (2nd ed). New York: Palgrave Macmillan.
Hayes, C., Daly, J., Duncan, M., Gill, R., & Whitehouse, A. (2017). Developing as a Reflective Early Years Professional. St Albans: Critical Publishing.
Maclean, S., & Harrison, R. (2011). Theory & Practice A Straightforward Guide for Social Work Student (2nd ed). Staffs: Kirwin Maclean Associates Ltd.
Maund, A., Schriek, M., & Tinkler, P.K. (2017). Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: SAGE Publications Ltd.
McTaggart, R. (1997). Participatory Action Research International Contexts and Consequences. New York: State University of New York.
Morgan, P. (2017). The Business Student’s Guide to Study and Employment. London: SAGE Publications Ltd. 
Pritchard, A. (2008). Studying and Learning at University. London: SAGE Publications Ltd.










Appendix
[image: page1image40974768]
[image: page1image41047952]


[image: page4image40936176]



1
Michelle Young                                  Academic and Employability Skills              
                                                                               BMSW 4001_LON                      

image1.png
Mini-presentation Feedback Form

Student presenting: AL chodl-e

Date: r‘?//ujj

SCORE: 5= Excellent, 4=Very Good, 3=Good/Average, 2=Poor, 1=Very Poor Z‘ym-&,
[Topic: 1 5 | 4 ‘ 3 l 2 \ 1 Comments
DELIVERY £ &L s Iz i~ pesornad ik
g T P .
"~ The presenter delivered the material in a clear and structured manner lelofofolo % ot bk | Think
The presenter was know e about the opicand any reated ssues | @ | 0 | 0 | O | O Puike fuiel i
| The presenter maintained my interest during the entire presentation @/0/0|o0|O0 Pais Loorked becossd
__The presenter was enthusiastic about the topic w0000 ,ade I""f/‘ listen.
The presenter was well organised and prepared F O0/0|0|0 bate
- entes was Anised - — 1 ; ol #o> demons
fye contact was maintained o RN R Sy ‘f
~Body language was appropriate ~ |mlololo] 7 ' repechiom
| Time for presentation used effectively ________ o|w|o|o/o v jaad wae
The presenter was able to present the material without excessive dependence on notes | [ | [ o oo Lol
The volume was appropriate ® 0 0|00 B ‘/} Ao
The presenter spoke clearly P & o0 | O | Brave chence e
he pace of speech was natural o a o 1o’
There was a clear introduction =2 0|0/ 0|0
~ There was a clear conclusion Z|o|/o|o|o -
CONTENT i * i ] J
The topic was interesting ZA=RE=RE=RN=!
The presentation was concise and informative o &0 0 00
The presentation contained good examples ¥ 0/ 0|0|0
Content was relevant to the topic cAN=RE=RE=RN=]
Relevance to the module oflojojolo -
OVERALL PREPARATION ‘ EFI o ‘ o ‘ o l O || LECTURER: PLEASE SIGN AND DATE IN
e THIS BOX TO CONFIRM COMPLETION
POINTS AVAILABLE 100 OF THE PRESENTATION.
POINTS EARNED 77
% | < = .

GRADE _

Please note the above grade is for general feedback purposes only; you still need to reflect on this presentation in your written assignment and attach the scan of

this page as an appendix.




image2.png
N iy et David Academic and Employability Skills (ACE) — term 2
\ LONDON BMSW4001
In-class exercise 1: Cover letter writing

Student Name: M\C‘N-llu_\/uvw\ Student ID: ““70‘ 0

Time allocated: 1 hour. Please rerum) your paper to the lecturer upon completion. It will be
returned to you at the next session. You will need to include a scanned copy of this exercise in the
form of an appendix together with you Task 1 (part of the Assignment for this module).

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.
[Your Namejmld'v-ul_ ku%
1 Any Street, Anytawn

[Hiring manager’s name] Mﬂ‘) SY\«AH\

[Hiring manager’s company name] |Q+€r5££ Ve

[Today’s Date] ‘ ‘i“ l\ !

Dear MQ SVMHY\

| wish to apply for the role of Hev\k\—»\(u& RSSIS\’M—\— ()\A"I'Lf

Seewnin, Do &Y ok Reed | couldnb Ng«:\'
"]’0 m@*el\\f() l.im— +o (?v\t YA S'u\b +o WOl ‘/4
A cwm\b\no:\ | hove beeX o Heatneace F\ayﬁ\m}c
LTS W YA Corverdk tole bk del teodn
‘\,K‘C\ NN C )\)\cm.. o ) Dk-{?
W ConrnidmiCr I, ‘SKU\)\A gee exel\nk ined\ greos
Tnowe— EX@eence w vaeddna wa\a e, \\M&\Y\u«.m
o _ohse onkldh OIS Sdne EN W cw_%-}okh/\
N vAoel cemmunicoko fun
WHRWA o G p\%r\\w\ | Nevne. o\ Qo Cemo\wr?«’@
Made ; | how? exaaek ¥ conncohon sl endl
i onveok ok mdpdeslone - Showe o provens Sred\c _
et G\ __Corenpanolon ~pad W/LANW Cree W\/ Gromnctonendr
o o vk W Sec~ A e rene Sondk [in ohola ™t o ComemiA §

4o B v AG e o g ;
1 Ihonve o Bercamen e slodhd & ot e Mp\/\ )\}.
Fo oo o Frusidae  zoarses At

Yo &x@m\\ R \\N\wv\cgo« N W\U{ﬁ \W\aﬁﬁ\;\xj §€
ongries e Lo\ O G gk | ull e e §)
oo Yo geowade Yo Pre e

| o Yooed w\ P mc\n\\w o So
e o e o e bmden 1~ oromd | 3%

Lecturer’s signature: Date:

1|Page





image3.jpeg
** Trinity Saint David Academic and Employability Skills (ACE) — term 2
) LONDON

BMSW4001
In-class exercise 1: Cover letter writing

[ S (WA VNN =t ey. wxc)w‘\*mc}\ Fhe
_L";\q_w’\'

@A r\uu —Fe v A vinen

yﬂ-r\u
S\ Q/‘\'Nr“ CoHe o \V*cfbm}\'\c g_/\).v»

4

be, \Dw \qN
W (NN ve:)‘\w uob
\ ¢ +’D N\ Q& '
~/ RWSIN é\‘t - kl Y>q :k @ ?&Q to suceeed
_Lmu%fa zu@ekuq £1Qgeienca W™ Yha ‘N,&J\'X
Cirre. Se T

\ \ae\xm \\rw \D* Jr\rw@ r\ub

m'bvN"*\W\
G‘(“a \L)u b

\J&Ak\r\ﬁ:i

¢ :>3r-vd‘
*LM RSy ¥R

o Aatodd
/ —%é‘;ﬁ} u.x)t\w\ o @,v—)(\'\br‘ A e E=Yat/NCR

e aweohiny o peed
A\ \f}@v\w’\ o D S A

(e

i el@uiente glecas gk
’EF\MJ\L

TN Yohone RN
ﬁc&m,\viv\ﬁ\ LﬂMJrN:L\Q p —
&

Cevvie. g\
At ond\

[AaN \1}3_]%1]\/\ lou)k%"\j%aw«w&\

SV P
/'L/"Mm‘_) k z;m A pa o

Jous Duntern 5 \M\%

Lecturer’s comments:

Creat etfort, Mickedle ! Tis /i a tonfioleat

+ lomprehontive Couesleftes. Jo anade i oven (dro~ser,

fotun o janpact redtnr Tase telln. COc/f olone !

Lecturer’s signature: gQ

Date: _2///11119

Misscol in class exereie ¢ obod gl ot hom,




