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INTRODUCTION
This report will focus on CV writing, (curriculum vitae) Cover letter, Personal professional development (career development) and Employability (team work). Gibbs (1988) reflective cycle model will be used on reflecting on the topics mentioned above. Gibbs reflective cycles model highlights that learning occurs through experience and considering the feelings during experience. It is made up of six stages namely, description, feelings, evaluation, analysis, conclusion and action plan. 
Diagram of Gibbs (1988) reflective cycle model
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Cover letter
A cover letter is a letter or written documents attached to a job application stating the job seeker accomplishments and why the job seeker is best suitable for the job or position.
Description
 In my previous job applications, I have written so many covering letters, without knowing the importance of it. During my application process in University of Wales trinity saint David (UWTSD) I wrote a covering letter, accompanying to my CV. I began to see the importance of cover letter, when I had a lecture in Academic and employability skills in my first term on cover letter, I learnt about what elements that has to be in a cover letter, it is a letter that introduces a job applicant to the employer, it a letter that summarizes why the job applicant is best suitable for the job, before this class I never realized its importance.
Feelings
I was shocked when I realized the importance of cover letter, having ignored it in the past.
Evaluation 
I did not sell myself well enough to the employer, in the past but I was able to mention what I can do for the company if they hire me.
Analysis
When writing a cover letter in the future I will try as much as possible to sell or show case my abilities and potential well enough to the employer, give brief summaries why am best suitable for the job.
Conclusion 
After the lecture I received in Academic and employability skills class, I realized that it is beneficial in the future to sell myself very well to the employer and state the attributes that makes me  most suitable for the job.
Action plan
When next I write a covering letter, I will include all the elements that is needed to produce a good covering letter such as brief introduction of myself to the employer, brief summarises why am best suitable for the role.


CV writing (Curriculum vitae) 
A CV, is a written document submitted during a job application showing qualifications, work experience and skills that helps a job seeker sells our capabilities to employers.
Description
In the past, I have written so many CV’s during my course of searching for job, some of the job I applied for, I succeeded in gaining employment, while some of them I was unsuccessful in gaining employment, but I was shortlisted but could not get the job at the end. During the application process I sent my CV to UWTSD. In my current job where I work presently, I also sent a CV during application process before I was shortlisted, went for interview and I was then employed. In my second term I had a lecture in Academic and employability skills on CV, where l learnt what should be on a CV, such as how to write a good personal statement, and also how to make your CV stand out amongst others, inclusion of personal contact details, education, qualification, and experience
Feelings
After the lecture I had on class on CV writing I became more confident on how to write a better CV in the future.
Evaluation
In my previous CV, my personal statement was not good enough, after the lecture I had in Academic and employability skills on CV writing, I learnt how to write a better personal statement on a CV.
Analysis
Good personal statement on a CV is vital, this could be done using the techniques of Knowledge, skills, attributes and other things to create our brand, a CV should not be more than two pages, because recruiters have many applications to go through, bold, italics, should be used to buttress key words, so that CV can stand out amongst the crowd.
Conclusion
I will make my CV stand out amongst other job applicants CV.I will recommend in the future my CV will not be more than two pages 
Action plan
In the future I will make my CV not to be more than two pages, and make it easier to read, because employers have so many CV to go through.

Personal Professional development (career development)
Description
I work as a mental health support worker, I wanted to progress my career, it was difficult for me to make a decision between studying health and social care and mental health nursing. I finally decided to study health and social care. I then drew a road map on how to obtain a degree on  health and social care. I gain admission in UWTSD to study health and social care in June 2020, lecture was online, which I was scared of because I was use to traditional classroom lecture and not having sufficient digital skills made it more difficult, but as time goes by, I began to learn gradually. I didn’t know much how the course will look like or if I had made the right choice, until in my first term in Academic and employability skills class where I had a lecture on personal professional development (career development) I learnt about career planning, personal development plan, (long term, short term, midterm), Swot analysis, Forcefield analysis,
Feelings 
In the beginning it was difficult in deciding to study health and social care after the lecture I received on personal professional development, (career development) I became more convinced and confident that I made a good career choice.
Evaluation
I was unsure in the beginning if I have made the right decision to study health and social care, at that time I was still a bit not fully concentrating on the course, after the lecture I had in personal professional development (career development) I found out that I made I good decision and I began to focus and concentrate on my study.
Analysis 
After carrying out my personal swot analysis, I was able to identify my strength, weakness, opportunity, and threats. My personal Swot analysis showed that I have the skill sets for the career am pursing. After doing my force field analysis weighing the pro and cons between studying mental health nurse and health and social care, I now became more confident in studying health and social care, and then did my personal development plan on how to achieve my career, the road map on how to get there, it was a three years long term plan, how to do a volunteer job in NHS, further course on how to improve my communication skills, and digital skills. I also carried out a motivational test.

Conclusion
My swot analysis, forcefield analysis all suggest that am better off studying health and social care, I will stick to my current study.

Action plan 
My swot analysis showed my weakness in digital skills and communication skill, I will work on my weakness to improve on them.
Employability (team work)
According to Knight and Yorke (2004) employability is ‘’ A set of an achievements, skills, understandings, and personal attributes that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.’’
Description
I work as a mental health support worker, there is a lot of team work involved, like sharing of information among colleagues, splitting of task, covering of shifts when team members are not available in order to render a good care support to service users. In my first term in Academic and employability skills, I learnt about employability, and employability skills. Employability skills such as team work, communication skills, flexibility, time management skills, leadership skills, conflict management skills, organisational skills etc. In my second term in Effective Team working and Communication courses (ETW) on the 10 week we did a group work presentation, each group was made up of five members, and we were given topics to discuss. In my group we split the task among team members, some members were given too much task while some had less, it resulted to arguments and confusion, a team leader was selected to lead the group, we agreed to meet regularly to discuss about the task.
Feelings 
I was frustrated with the numerous arguments going on among my team members when we had team meetings and also in many occasions when we had team meetings some team members did not attend to team meetings that also infuriated me so much.
Evaluation
The idea of splitting task into section to team members went well, my team leader was unable to coordinate the activities of team members and some members had too much task while some members had less task.
Analysis
Splitting the work according to team members strength and weakness was effective, however the reason why some team members had too much task and some team members had less task and also the arguments that erupted during team meetings, was because sometimes group work can be challenging at times when team building is ignored at the early stage. 
According to Bruce Tuckman’s Team work theory (1965) He highlighted four steps in team building forming, storming, norming and performing. The issue my team encountered was at the early phase, forming stage, team members were expected to meet and deliberate on the task, and where they will also familiarize themselves with team members to find out the strength and weakness. this stage was ignored in my team and it caused problems to our team, team members were not attending team meetings. We also had leadership problems. According to Hersey and Blanchard (1969) situational leadership, a leader must adapt their approach or style according to the level of maturity or experience of the people been lead and the task. In my team our team leader used a style of leadership that was not suitable for our group that caused a problem in our team and there was no coordination from our team leader.
Conclusion 
I learnt that splitting the task according to team members strength and weakness is beneficial, a situational leader was needed to coordinate the activities of team members, and also team members needed to communicate regularly.
Action plan
In the future team members needed to meet more regularly in the early stage of forming to know the strength and weakness of team members. and should communicate more.
CONCLUSION
Gibbs reflective cycle model of reflection 1988 was used to reflect on my personal professional development (care development), employability (team work), CV writing, and Cover letter.
My personal swot analysis, forcefield analysis, professional development plan, motivational test was used in my career planning and the findings suggest to me that I have most of the skills sets, needed in the career.
In team work/ group presentation (employability), it was discovered that it is beneficial to split task according to team members strength and weakness.
Cover letter as a business writing, where we sell our self to employers, and stating reasons why we are best suitable for the job.
[bookmark: _Hlk60664954]CV writing comprises of our personal details, personal statements, qualification, education and experience, interest and hobbies, responsibilities and activities.
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