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INTRODUCTION
Learning in this module has helped me to develop and improve on my employability skills on how to write a good cv, cover letter and give a better presentation.
I have always believed, having a good qualification from a reputable university is all I need to get into my dream job, but this module has changed my believe and equipped me with the ability to outline my experiences, qualifications and showcase my skills set in communication skills, creativity and ability to solve problems to a prospective employer as a potential candidate for a position or a role they are looking to fill.
This reflective report highlights how much this module has increased my confidence and enhanced my capability to produce an outstanding cv, cover letter and a good presentation, learning that content, context and delivery is the form of presentation.

CURRICULUM VITAE
The curriculum vitae (cv) is a document which contains personal information and is aimed at convincing an employer, my suitability for the role been advertised, it usually outlines the educational background, qualifications, work experiences and skills needed for the vacancy, but this module has thought me additional ways and helped me to improve the information needed to include on a cv to make it stand out.
Therefore, for the purpose of this report, I will be outlining some of the additional information this module has helped shape and add value to my cv and turned it into an employable document.
In this module, we learned that, to write a good cv that will, showcase my skills, capabilities and get me the job, putting me above other prospective candidates must include the following,

Personal Details: The personal details are important information about me and must be personalised to reflect the person behind the document without been seen and should include information such as my Full name, address, contact telephone number and email address, however, unless the employer requires the following or the advertised job requires age, sexual orientation and religion, passport picture and ethnicity, it is not necessary to include them on my cv, as it may not be in my favour during the selection process.
Personal Profile: This is short a personal statement that captures my qualification, experience and the skill set the employer is looking, it must summarise the content of the cv in a few words.
Work Experience: Most recruitment agencies and employers often base their decision and method of selection on the length of experience a candidate may have on their resume, hence, this module helped to outline my past experiences in a chronological manner to give the employer an idea of all previous responsibilities and how I discharged my duties with skill and aptitude. 
Education: This is mainly about the number of qualifications, awards and achievements which gives the employer the educational background, the subject studied and my suitability for the role, It is written with the last place of study or qualification on the top, giving the employer quick preview of my educational history without having to find out which was the first and last place of study.
[bookmark: _Hlk28876987]Core Skills: to be able to market and sell the cv to a recruitment agency and make it stand out of a pool of candidates or as the required candidate for the position, this is the most important part of the cv writing, where I brand myself as unique and equipped with the necessary skill(s), the employer is looking for, hence, I will need to express and highlighted my skills a good in communication, have the ability to work under pressure and manage my time wisely, able to resolve conflict and easy to adapt, solution oriented individual, and have the ability to innovate and have the potential to lead, a good team player and always accept responsibility and a list of IT skills.
Career Objectives: It is vital to inform the employer about my ambitions and let them know about my career goals and objectives, to give them an idea of any future plans and how it fits into the long term goals of the organisation because a well written career objective will prove to the recruiter that I am just the right candidate they are looking for to fill the position.
Hobbies and Interest: Depending on the type of job and skill needed the employer, this may not be essential, because it highlights the personal interest such as reading crime novels, travelling, watching movies and hobbies – playing football, swimming and gardening.

References: This usually based on request, as it may depend on the type of job and the reference required
Additional Information: this may also depend on the type of job been applied for because the additional information may include, ability to drive, the type of license and number of languages spoken, hence, for some organisations this may be an additional tool or in some cases an essential requirement that may give an added advantage over other candidates. 

COVER LETTER
The cover letter is an introduction to the cv and must contain all the necessary requirements of the role and provide the employer with an overview of the resume. According to Peter Morgan (2017), The cover letter gives the employer a formal introduction to what is contain in the cv, but the key to writing a successful covering letter is the ability to write succinctly and clearly in a way that the employer is interested in me (339)
This module taught me that, the cover letter is more about what the employer is looking for in a potential candidate for the role and must contain information that meets the criteria set by the employer, to show that my achievements and qualification relate to the role and the set of skills and work experience are what the employer needs,  the content of the cover letter must exhibit a genuine excitement and enthusiasm for the position and prove to the employer why I am right candidate for the job with examples of previous achievements.
Therefore, a good cover letter must include the following key points; 
. The key accomplishments must fit the role 
. It should differentiate between two candidates with similar qualifications
. It should inform the employer you are the type of person they are seeking and how you are qualified for the job
. Explains things in your resume that are not clear on your cv, for examples, if there are gaps in their employment history or if there are some technical jargons, that needs clarification.
. It must introduce and demonstrate my interest and draw attention to my cv.
. It must be tailored and made unique to reflect my experiences
. The letter must show positivity and the tone of voice must express my interest
. Align the skills with experience and demonstrate how I can use my core skills and experience in the role 
. The cover letter must also prove to the employer that, I have done amount of research about the organisation and am well informed about the establishment.
   
SKILL SET
The skill set needed for a job will determine how suitable a candidate is prepared for the role they have applied for and  some of my core skills are communication, ability to work under pressure and manage my time wisely, resolve conflict and easy to adapt, solution oriented and ability to innovate, have the ability to lead, a team player and accept responsibility and a list of IT skills.
In addition to my core skills, I also possess some natural skills which are not learned and have proven to be hardworking, reliable and always ready to lend a helping hand, a good mixer, easily initiate a rapport and weather away stress. I have a sense of analysis of issues and an aptitude for organisation, a drive for responsibility and task accomplishment with a high sense of commitment.
Most employer believe that when an applicant is enthusiastic about their chosen field, they express their passion through their skill and the amount of experience the have acquired, therefore it is vital that the key skills meet the criteria set by the employer, as it more about what they want for the role.
For example, having a skill in communication, means more than been eloquent, it requires;
Good listening – whether the information is verbal or nonverbal, to be a good communicator, I must always listen carefully, understand, digest the information before acting upon it, to ensure my actions or reactions are not taken out of context.
Clarity – it is very important to seek clarity on an information, to learn exactly what is required. 
Pay attention to detail – missing a point or a minute detail, can affect a whole communication channel, therefore, it is essential that enough attention is given to detail, example, one can ask questions like – just to be sure, is this what you mean or to make sure we are both talking about the same thing, did you mean this, in order to eliminate any misunderstanding or ambiguity. 
For example; Communication is an essential tool in the health and social care service because it involves the welfare and health of humanity, therefore, poor or ineffective communication channel can lead to loss of lives and severe consequences. If a person with special needs or learning difficulty is not properly diagnosed an records passed on to the relevant healthcare provider, the patients’ health could be detrimental as a result of poor or lack of communication link between the health or social care providers.

PRESENTATION
If there was any lesson or subject I enjoyed in this module most and learned with much interest, it was about how to do a good presentation, because, the cv and the cover letter are documents that represented my achievement and experiences, Hence, presentation gives me the opportunity to formally express myself and demonstrate the skills and ability to communicate.
In this module we learned that, to have a good and masterful presentation, there are two main factors that needs to be considered, the delivery and content of the topic.
Looking at the factors that can ensure a good delivery of a good presentation - it must be delivered in a clear and structured manner, knowledgeable about the topic and any related issues, it must capture the interest of the audience during the entire presentation, I must be enthusiastic and passionate about the presentation and it must be well organised, prepared and maintained, the time allotted for the presentation must be used efficiently, I must not depend solely on my notes, but speak clearly in the language the audience understand.
For the content of a good presentation, the topic must be interesting, concise and informative, the presentation should contain good examples and content relevant to the topic.




CONCLUSION
This module has helped me immensely to write a better cv, cover letter and give a better presentation. The feedback received on the in-class activities also helped me to understand the requirements of good presentation and become an excellent presenter, improving my confidence in job search, master the art of making presentation and to know what employers look for when screening candidates for job application.  
Although, having a good cv, a suitable cover letter and a master class presentation plays an essential role in securing an interview, which could lead to a job offer, I also believe professional social media such as linkedin has been a great tool for finding jobs, it enables one to network and build a professional portfolio, which can be accessed by recruitment agencies, particularly head-hunters and worldwide employers to fill suitable roles, hence, a great professional profile can also lead to a job offer. 
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