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The following reflective report will discuss how engaging in this particular module has provided me with the opportunity to learn and develop new skills over the course of two terms. My ability to correctly utilize my usage of these skills professionally have enabled me to produce and enhance my curriculum vitae (CV), cover letter as well as my presentation skills. During this module, I have learnt the true significance of the term skill, a variety of skills in the academic and employability fields which I can apply to my daily life. Moreover, my reflection is that during this course, I believe that I have successfully learnt new skills that can have a significant impact in my future prospects. According to Harris and Clayton (2018), who defines employability skills as “the transferable abilities required by a person to make them employable”.  This implies that employers often provide a summary a set of skills that they desire from an employee, these skills are what they consider will help and assist the employee to incorporate in their role and to the best of their capability. Furthermore, this report will also be critically analysing John Dewey (1993) and his theory on reflection, as well as discussing CV, cover letter and presentation skills and will finalise with a conclusion. 

According to McMilan and Weyers (2013, p15) reflection is connected with consciously looking at and thinking about our experiences, actions, feelings, and responses, and then interpreting or analysing them in order to learn from them. When we reflect, we think deeply about something which we might not then have given much thought and understanding to. Therefore, this supports us to learn through our experiences. Usually, we do this by questioning ourselves about what we did, in what way we did it and what we learnt from undertaking it.   


Curriculum Vitae:

A curriculum vitae (CV) is a written document which summarises one’s exceptional skills, personality, accomplishments, education and work experience (Gray, 2010). Furthermore, according to Whitmore (2011, p22) who states that a CV is a framework of one’s educational and professional history. It is utilised for a selection of reasons, but the most common purpose is to submit it to potential employers when one is seeking a new employment. Both of these definitions of a CV imply that professional CV writing is a very important and has been an important and essential skill as a good written and structured CV can gain an individual numerous opportunities and career paths as it should deliver what it is designed for. 

There are many things I have learnt from this module as well as the lectures and my tutor, such as what is needed on my CV to make it better and attractive to employers. One thing would be being breaking up text, this is because the employer who is viewing my CV may find it difficult in reading bulky paragraphs describing my skills. Instead I have provided a simple sentence along the bullet point as shown in appendix A.  Moreover, writing out responsibilities and the impacts I have made is another tool I have learnt from this module as it will make the structure of CV easier and better for recruiters to read. The CV skills which I gained and developed are significant as well as vital to me and they also hold an important component for me in the future as I can carry on developing my CV over time when I gain more experiences/qualifications and essential skills linking to my chosen career field. Another important reason why my CV skills are important to me is that in the future I could support and be of assistance to those who need additional support in improving and developing their CV for their chosen future career.






Reflective Cycle:

According to McMillan and Weyers (2013) who claims that reflective practice is understood as the procedure of learning through and from experiences in the direction of gaining new perceptions of self and practice. This often consists of noticing thoughts of everyday practice. It also involves individuals becoming conscious of their outcomes and critically analysing it to practice future events.  The point of this is to remember one’s practice and reflect on them critically in order to improve a fresh understanding and development for future practice. 

John Dewey (1933) was among the first to identify reflection as a particular practice of thinking and he strongly believed reflection relates to individual learning.   According to Dewey (1938), reflection is an “active, persistent and careful consideration of any belief or supposed form of knowledge in the light of the grounds that support it, and further conclusions to which it leads” (Dewey 1938 pg. 118). This also suggests that reflective thinking encourages an individual away from their everyday thinking and engagements towards reflective action which will involve critical reflection. This process of reflection begins with one’s experience and accentuates on how one learns from their action.
For Dewey, this also promoted strong-minded analysing and questioning their thoughts and actions.

Reflection is a considered and active process and it is about thinking to learn. John Dewey’s work is advantageous in summarising and explaining the tie-in between experience, reflection and learning. An example would be that this course and the mentor of this course anticipates all the students to learn and adapt in their learning environment, particularly the information inside their individual self as finding out and learning about reflective practice is crucial as we as students can use it for our future career and educational life. 

A strength of this model of reflection is that it is valuable for making logic of situations or actions that one finds puzzling or difficult to explain. A recommendation of this model would be that once exploring this model for learning it should include remembering the event and then presenting questions to investigate why it did not turn out the way the individual wanted it and what potential actions or thoughts could have given a changed outcome. The John Dewey reflective model relates to me as it has increased my self-awareness and has helped me develop creative thinking skills as I can apply this method of reflection when doing my course work/presentations for my course. It also has benefited me in developing my cover letters, CV and presentation skills. 
	
	
	

	
Cover Letter:

Whitmore (2011, p12) states, “A cover letter is a document conducted along one’s CV”. It resembles a front cover to one’s CV and has a big alteration compared to a CV. The difference would be that instead of a document containing an overview of one’s skills and experience, a cover letter is precisely written for the job advertised and being applied to (Galo, 2014). When conducting a cover letter, one should underline particular areas they think would make the recruiters think they are correct for the role promoted.

A cover letter should include one’s personal details and one significant thing I have learnt from my module tutor was that the cover letter should be directed if possible of the hiring managers name. It should also include where I found the post such as in a recruiting website, the company’s website, newspaper article or through a friend and why I am appropriate for the position advertised (Whitmore, 2011: p68). Moreover, providing an explanation for what I can present and offer to do for the company is important and concluding it off by acknowledging the employer for taking their time to read my cover letter. 

[bookmark: _GoBack]Galo (2014) insists that he would highly suggest creating a cover letter as it offers an opportunity in establishing a solid first connection since it is the initial thing the business will see before reviewing one’s CV. My strong cover writing skills would be describing and discussing how I am ideal for the field I am applying for and how my qualifications would help me aim higher when practicing at my chosen career path. During the lectures my tutor presented, I learnt deeply about cover letters and how much of an impact they can have when being attached to a CV as it will portray you differently to the recruiter as you will be discussing why you would like to have a job in the chosen field as shown in appendix B. This will show the recruiter a personality about yourself rather a list of skills and responsibilities you have done in previous jobs which is also equally as important but a cover letter will show the recruiter how you will make an impact to their company if they accept your offer. This also showed me that I must plan my cover letters with consideration rather than a quick paragraph as I now know through my tutor that this is what recruiters like to view before seeing my CV.  

Presentation Skills:

Presentation skills are essential in almost every field. Effective presentation skills are significant as they assist in keeping the presentation interesting (Emden and Becker, 2016: p35). Performing information clearly and effectively is a skill in presentation as one is getting their message across to their audience. One important thing I have learnt from my course is that there are many skills which are essential when presenting and one important one is to prepare and organise oneself effectively and being confident when one is speaking. This will allow the audience to observe that the person knows what they are discussing. One strong presentation skill I have gained is to be clear about my audience, message and not going over my presentation time. Before my lecturer presented the presentation regarding presentation skills I was not aware of the importance asking audience holds and I have now learnt that it is an essential skill as the audience may get bored and may not focus on my presentation. Another strength of this module is that it has enhanced my communication skills therefore my presentation skills as I usually speak quite fast and have now learnt that I must speak in a certain tone and in a certain pace in order for my audience and team members to hear and understand me. 


Conclusion:

Overall, this reflective report has supported and helped me progress my quality and value of learning, in the practice of critical thinking. It has also helped me develop my understanding of my own learning process and creativity. As well as, improving my professional development, writing skills, and personal control of my learning. It has helped me understand that I will always learn from my past experiences, thoughts and actions whether they are good and bad and will always improve on how I want it to be for future practice. Besides this, I have also taken in a wide range of things from my tutor and will likewise apply this when I am upgrading my CV and cover letter as well as when performing a presentation. The John Dewey reflective cycle and this module has helped me believe that I will become a much better leader and also improve on my academic writing skills and learning as well as my daily life. It has also shown me that reflection is a necessity part of my career development. 



















Appendix A:
Curriculum Vitae
Professional Profile:
Working in customer service has always been my dedication as I am a much focused individual who has a strong passion for delivering quality service to customers and putting their needs first. I have a positive and confident approach towards customers and I am an efficient, personable and highly motivated individual. I have valuable and extensive experience and a track of working in similar environments since 2012. In addition, I have well-developed skills where I am able to form trusting relationships with customers as well as responding to their needs and presenting them the most suitable products and services which they acquire. I am also able to both work in a team and independently as I am resilient and work well under pressure. I am great listener and I am committed to the service of customers by providing them with excellent levels of communication and direction. Furthermore, I am a hardworking and enthusiastic individual who enjoys challenges and I am dependable, flexible and punctual. 
Key Skills and Expertise:
· I always work to the standards and regulations according to HACCP And Coshh   
· I am able to perform well in high-pressured environments.
· I have a strong motivation to succeed.
· I have strong communication and interpersonal skills.
· I have excellent problem-solving skills.
· I work productively and instinctively with good initiative.
· I have outstanding team-working skills.
· I am reliable and trustworthy.
· I am confident in communicating and presenting at all levels.
· I am able to build good relationships with staff and customers
· I have a well-organised approach to work.
Education and Work History
· University of Wales – Level 4 Skills For The Workplace
· Manager At Lahore Central  = January 2017 – October 2017 
- 
· Assistant Manager at Tayyabs, London E1 1JU = February 2016 – November 2016
Responsibilities: 
- Managing staff rotas
- Managing any issues with customers
- Dealing with any issues regarding staff mistreatment and accidents
· Manager at Greedy Chef, London = May 2015
Responsibilities: 
- Maintaining staff rotas, staff holidays and wages
- Opening and closing the business
- Keeping a track of the expenses including shopping and general bills
- Making sure the environment is always clean and suitable for customers
- Making sure that the quality and presentation of food was always up to a high standard
- Talking to the customers and asking them about their feedbacks and reviews
- Maintaining health and safety regulations for both staff and the customers
- Dealing with all the company’s finances such as purchases and refunds through Just Eat etc, online payments and the money flowing in and out of the till
· Waiter at Cinnamon, East London = February 2013 to January 2014
Responsibilities: 
- Always checking the food before it is served
- Looking for imperfections in cutlery, table cloths/linen and plates 
· Kitchen Porter at Saffron Grill, London = March 2012 – July 2012
Qualifications:
· Hackney College = IMI Level 2 Motor Mechanics
· Customer service level 2 (1 year)
· Management (1 year)
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	14 Oyster Row
Lukin St 
London 
E1 0BG
	Mobile: 07944499907
     Tel: 02077907414
	Arif.Khan997@outlook.com

	
	

	
	

	Robert Wellington
Hospitality And Catering Manager
Madman Events Ltd
24 Milliefeuille Lane, Holborn
London
EC1T 4PY
	Dear Robert Wellington,
Application for a Head Chef
I would like to apply for the position of Head Chef which I have seen advertised on the jobs search website (reed) on the 14th of November.
My previous experiences have consisted of roles such as Commis chef and Chef Du Partie in many major establishments where I have support a number of different Managers. I enjoy cooking and feel that I am a very thorough person and ensure that I do my work accurately and effectively.
I am a confident chef and have dealt with many different levels of personnel and feel confident doing this. I have always had a keen interest in cooking and have achieved a MSc Cooking And Culinary Skills at University of London. Here are some skills I have used and utilised in previous roles.
· Hiring and managing individuals on the kitchen staff team. 
· Creative menu planning using seasonal ingredients, 
· Cost calculations and budget forecasting for 6 months ahead, 
· Dealing with our suppliers on a daily basis, keeping up with latest available products, - Over seeing a large number of catering events, both private and corporate. (BCA 2018, Royal Expo 2018) 
· I enjoy building and maintaining strong relationships with suppliers, I believe a happy supplier means a happy Chef and a happy kitchen!


My long term career plan would be to gain some experience of working as head chef and I am open to any roles where I can continue my learning and become a valuable member of the team.
Please find enclosed my latest CV. If you have any questions, please do not hesitate to contact me and I will be happy to answer anything you may want to know.
I look forward to hearing from you.
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