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INTRODUCTION
In this reflective report, I will discuss the topics within this module and how it has helped me develop my employability skills. I was assigned to look at topics such as CV, Cover Letter, analytical and critical thinking, presentation and time management. Some topics involved theory to help me understand the importance of it. I will also further explain what it has done for me and what assistance it could provide for me in the future.
Furthermore, having looked at the Gibbs reflective cycle (U oE, 2019), I feel this can be used to best explain the experiences I had for the topics covered. Gibbs describes each stage that a person can go through that can assess the situation for them to fully understand the scope of it. Gibbs also states that going through the cycle helps a person to experience the various points to learn and plan from things that were either good or bad.
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CV 
One of the class exercises that were given to us as part of this course was to be able to write out CV’s which, would help us in the process of applying for jobs. This exercise has helped me gain an idea of what to and what not to include in my CV, for example, making sure that I list my strongest key skills and those that are listed in the job advertisement, not including overused words and expressions, and so on. This was a very important exercise as it taught me how to produce a well-written CV which is essential when applying for jobs, as it could potentially mean the difference between getting an interview that may lead to something or not being considered at all for the role. Learning and practising how to write out a good CV has definitely helped me to develop as an individual as it has enabled me to reflect on what skills and qualifications I have as a person and as a worker , and what I need to work on in order to become more fit and efficient for job roles and obtain the skills that will make me stand out amongst others who are applying for the same roles. This was a very useful class exercise for me which I can use in the future as it will allow me to keep in mind what is needed to produce a good CV, reflect and ask myself questions such as “what skills do I need to develop for the job?” or “which skills do I already have for this role?” when applying for jobs in the future. Rolfe (2020), explains that every job is different and tailoring your cv is what helps you stand out and increases a chance of landing that dream job.
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When learning about cover letters and how to write them, I learnt that instead of just listing the skills and qualifications that I have, as you do in a CV, cover letters allow me to expand and provide additional information on the relevance of those skills, experiences and qualifications. During Week 3 we had to do a cover letter activity where we were given a guideline on how to write an appropriate cover letter, this helped me understand the format and strategy of an effective cover letter. This activity was to prepare us for the formal in-class exercise but for this we would not have a template to guide us. I felt like I struggled and was unsure what to include. The feedback I received for this task was affirmative with some points to consider. Matt explained that I should have included more about the companies’ values and how I would be a good for the job role. This experience was valuable to me as it has now prepared me to look for jobs more confidently.  This has helped me reflect on whether certain skills are useful for a particular job, and what do I need to do in order to gain such skills so that I can fit the job description, or furthermore, stand out. Learning how to write cover letters is important because it teaches you about the different skills that there are and which of those do you need or already have. It also teaches you to explain why you have chosen that specific company and why you are qualified for the job.  This has helped me to improve my writing skills and gain an understanding on why it is essential to make sure that I am getting enough experience which will assist me in obtaining certain skills such as communication skills, working with the public, teamwork, organisation, initiative. Doyle (2019) says that a cover letter should include specific information which makes your case for being selected. A cover letter should have a strong opening statement that makes it clear why you want the job and why the job is right for you. Also briefly explain so the manager should be able to read it at a glance. Sharing an accomplishment that shows you can address the challenge the employer faces.
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During this course, we were required to carry out presentations in order to make sure that we understood what the topic was about and that we were confident enough to be able to talk about it in front of others and teach it to them. Carrying out presentations enabled me to develop and gain skills such as research skills, communication skills, organisation skills and teamwork skills. It also gave me the chance to gain some confidence as I was quite nervous to present my work in front of everybody and talk about it. However, after doing my practise presentation and getting some feedback, I felt that I would be able to carry out my presentation with more confidence in myself. Making sure that my presentations were effective was a very important task because I wanted my audience to be interested and engage in the presentations, and this all depended on the skills that I have listed above. Austin (2016) says a presentation is to have the attention of people and sharing your thoughts out loud. Doing these presentations has allowed me to acquire these skills that are essential in a world that is constantly advancing and evolving, which makes these skills needed not only in a work environment, but also in everyday life. I believe I need to work on my confidence level as when it came to the presentation for the in-class exercise I was unable to present. I had made note cards and prepared a Power Point presentation, but I could not present on the day. Unfortunately, this has led to me losing marks on my course and I realise I need to work on this matter. In order to do this, I will practice my future presentations at home or in front of family to give me the confidence which is required of me. 
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Rouse (2019) explains that time management means the coordination of tasks to get the best out of one’s efforts. This course emphasised the importance of how managing time can be an effective tool to successfully organise and plan depending on the activity. Before taking part in the course, I never thought much about time management. For me, any activity was done here and there without putting much thought into it. However, the course has changed my perception of how I do my regular activities, as a well-structured plan can result in the task being done efficiently and provide more time for proactive goals. I do feel time management plays a big part in how I spent my time doing activities in general. It can also mean me being better prepared for the time I do go into interviews or how to better spend time when I’m at work. 
Gibbs reflective cycle is best used in this situation as the cycle looks at description of the experience, the feelings about the experience, evaluation of the experience, analysis to make sense of the situation and then go straight to an action plan to stick by. 
I have now come to realise that in future, to ensure that managing time effectively can mean me being productive and proficient in other areas. For example, before this course I had no action plan, so my time management was poor in how I spent my time, since then this has changed as I have learnt how put time aside to do my coursework, whilst looking after my family. I have had to learn to prioritise and categorise tasks. 
I feel I can now better prepare myself in situations such as being on time for an interview. I would not get to an interview on time, but instead think about getting there 30 minutes early to show the employer I am a punctual and organised individual. It will also help me in employment as I am aware now that to get tasks done, I will have to manage my time giving adequate amounts of time to certain activities.
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ANALYTICAL AND CRITICAL THINKING
In this class, we looked at the importance of how analytical and critical thinking can help you in certain situations. It can be a case of when answering questions or knowing when to do something better if it doesn’t work out better first-time round. With analytical, it is thinking the process of breaking down complex information into basic components to deal with it better. Whereas critical thinking, is the process of evaluating information and trying to determine how to best understand it, in order to make a sound judgement.
Personally, analytical or critical thinking was never on my mind when being questioned or making any decisions. It was all in haste, which can result in either a bad or good outcome. However, I have come to understand that thinking analytically and critically, it can lead to good outcomes outweighing the bad. So far, in my everyday life that has not been the case due to my quick decisions. 
I think doing this course made me understand I should be more analytical and critical to myself which will allow me to develop better as a person and an employee. For example, in my current job role I am required to make quick decisions due to the nature of my work in dealing with young children. Since this role is highly delicate, I would not be able to take my time, therefore I must always be ready to be analytical when one of the children has an issue. For example, there were children playing in a prohibited area which was hazardous to them and the children were being supervised by a new employee. I was unsure if this employee was aware of rules and I did not want to offend them, but I knew that the children were priority at this point, so I had to intervene and move the children away from that area. I would need to assess and then be critical if I feel I could have done something better. In future, I believe this can help me for the time comes for any future interviews or workplace. Especially at times when I’m being asked of something and know how to better deal with the request. Smyth (2016) explains that often one does not know what they think until they write it down.
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CONCLUSION  
In conclusion, the various topics have developed me much more than just being employable. I feel each class has elevated my ability in dealing with various issues or tasks in hand. Having written each topic through the ‘The Gibbs Reflective Cycle; it has shown to be a great teacher in ensuring me to systematically think about my experience in order to make a sound judgement. Looking at my CV, I would previously have basic points such as my work experience and educational background, however the selling point is also my character. Before taking part in this class, I can now confidently add to my CV the type of person I am and how I can be an asset to the employer or company. Additionally, the cover letter classroom has helped me in being able to write about myself in a sales pitch for the employer to give me an opportunity. Whereas I used to avoid jobs that required a cover letter, due to my lack of experience and confidence in writing one. What I understand now is that a sales pitch to the employer and telling them why you could be the right person for the vacancy. Furthermore, this experience has helped me grow as a person and I now want to look for opportunities which are best suited to me. I will now reflect on my future studies and think deeply about what I have learnt and how to develop my skills further to better myself as an individual. Ultimately resulted in me becoming a more employable person to excel in prospective job roles. 
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Time allocated: 1 hour. Please return 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.
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