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INTRODUCTION
My report is going to reflect on some of the topics I found captivating and interesting in this module. Although, all of the topics covered in this module are understandable and essential in building a career in my chosen field, I however found cover letter, CV writing, summarizing and referencing quite fascinating. Cover letter is a document providing additional information about your skills and experience and is usually sent alongside your CV when applying for jobs. Curriculum Vitae (CV) is a written summary of a person’s career, qualifications, education including any accomplishments obtained. To summarize means to briefly outline the key ideas of a writing in my own words without adding my own ideas or changing the author’s meaning. Referencing is a means of providing evidence to support my claims and allows me to acknowledge the contribution of other writers and researchers in my work. To reflect on this topics, I will be making use of the Gibb’s Reflective Cycle which is one of the most famous cyclical models of reflection.
GIBB’S REFLECTIVE CYCLE
The Gibb’s Reflective Cycle helps people to learn from experience by reflecting on them in six steps. This steps include Description of the experience, Feelings and thought about the experience, Evaluation of the experience (both good and bad), Analysis to make sense of the situation, Conclusion about what you learned and what you could have done differently and Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate (Gibbs, 1988). In addition, Gibbs (1988) states that by reflecting on your learning experience, it allows you to better your performance as it is happening, as well as improving it for the future.
COVER LETTER
Initially, when applying for a new job, I underrate cover letter as I see it as an official document attached with my CV simply stating my interest in a particular job. However, after going through this Moodle carefully with additional research, I discovered that the reverse is the case and cover letter should be overrated rather than underrated as it is the easiest and most effective way to stand out, sell my application and convince the recruiter that I am the best and right person for the job.
With the increase in the rate of unemployment thus increasing the number of people applying for a particular job, it is imperative to write a cover letter which will contain a detailed information explaining the reason why I am the qualified and best candidate for the job. In addition, I discovered that the cover letter also needs to communicate that I am genuinely interested in the opportunity that the given role represents. After the discovery of the importance of a cover letter during the application process, I knew I had to learn the proper method of writing a winning cover letter. To do this, I had to abandon all my previous knowledge with regards to cover letter as I discovered that the information provided by me do not make me unique or appear capable and those are not what the recruiters are looking out for in a cover letter. Also, I learn that it is essential to carry out research on the company am applying to, so as to make it clear in my cover letter how my skills and abilities match up with what the employer is looking for.
Going forward, my cover letter will include the following and will be in the order below:
i. My contact information which will be at the top including date.
ii. The contact person’s name, title, employer and address followed by salutation (Dear Sir, Ma, Hiring Manager, etc.).
iii. The subject of the letter which is the specific role I am applying for.
iv. The first paragraph which will be used to explain the reason I am getting in touch and how I heard about the job.
v. The second paragraph will explain why I am suitable for the job. This can be done by briefly describing my professional and academic qualifications that are relevant to the role.
vi. The third paragraph will explain what I can do for the company and this will be based on the skills and career goals I can achieve for the company due to the research I carried out on them.
vii. The fourth paragraph will emphasis more on why I would be the right person for the role. It will also indicate that I would like to meet with the employer for an interview to discuss more about my application.
viii. The final thing will be to close the letter with ‘yours faithfully’, followed by my name.
CV WRITING
CV is important and essential as it contains all the necessary details including academic and professional accomplishments. It is the document that is used to apply for jobs. It gives the recruiter a summary of my career history, academic qualifications and also explains my future potentials. I found CV writing fascinating as it is the first and direct communication with a potential employer. It gives me an opportunity to introduce and sell my abilities to a potential employer through writing. A further study in this module gave me an insight into knowing the difference between a resume and a CV as I thought they are both the same. A resume is a concise document with a brief overview of my work history used mainly to apply for jobs. A Curriculum Vitae (CV) on the other hand is an in-depth document which contains details about my education, professional career, publications, awards, honours and other achievements. CV is used to apply for academic applications, academic jobs, grants, research fellowships amongst others (Tomaszewski, 2021).
Furthermore, teachings from this module made me to know the things to be included and excluded from a CV. Initially, I thought date of birth, age, gender, marital status, state of origin and nationality are all necessities to be included in the CV. I then discovered that the main information to be included in the CV includes my name and contact information, personal skills, work and volunteer experience and education.
In addition, I also discovered that a CV must be written in a sequential order to make it interesting and easy for a potential employer to read and also to give the employer a good understanding of my personality and skills at first-hand even before having the opportunity to meet with me. A good CV makes the potential employer looks forward to meeting you in person.
Going forward, my CV will include the following information and be written in this order:
i. Name (first name and surname only) and contact information.
ii. Personal Profile. This is an overview of my personality and my current career goals.
iii. Core competencies or Skills. This includes about six to ten bullet points about my best attributes which makes me stand out.
iv. Employment history/ Work experience. This includes dates of employment, job titles, the name of the company, a sentence about the role, bullet points detailing my duties, skills and achievement in the employment and this should start with the most recent employment down to the older jobs.
v. Volunteer experience. 
vi. Education and Qualifications. This should also start with the most recent education down to the least education and must include the name of the degree of qualification, the institution of study or awarding body, the grade obtained and the dates I studied or achieved the qualification.
vii. Awards and certifications. The awards could be academic, industry work or volunteering-related. The award title, purpose of the award, what it recognised and date of recognition should be included.
viii. Professional affiliations and memberships. The name of the organisation, the type of membership should be included. My involvement and commitment should also be highlighted.
ix. Hobbies and interests. This is not a necessity but can be added to my CV especially if will help to boost my candidacy is some way.
x. Referees. This will not be provided but will include a statement	in the CV which is ‘Referees available on request’. 			
SUMMARIZING
I took an interest in summarizing as it is an essential tool required by students to help in their learning process. So many information and details are passed during a lecture by the lecturer but all this cannot be written down within the short period of time, hence, the need to learn how to summarize. Summarizing also helps to discern the most important ideas in a text, how to ignore irrelevant information and how to integrate central ideas in a meaningful way.
A good summary demonstrates that I have fully understood the lecture or whatever text am reading. It is also important to note that a summary does not involve critiquing or analysing the source of a text. A summary is done in the order below:
i. Read the text. Read the text carefully highlighting the important points and taking notes as well.
ii. Break the text down into sections.
iii. Identify the key points in each sections.
iv. Write the summary.
v. Check the summary against the text.
REFERENCING
Referencing is a means of giving credit to the writers from whom you have borrowed words and ideas. As a student, it is important to learn about referencing so as to avoid Plagiarism. Plagiarism is an academic offence used to describe the unacknowledged use of someone else’s work. Therefore, it is important to identify sources of work or ideas by citing them in assignments or text and reference them properly at the end of your work.
I really do not know much about referencing prior to this module, however, this module has really helped me to know how to properly cite sources in text and reference them at the end of my assignment or essay. This is done by following the steps below:
i. Note down the full bibliographic details of the source from which the information is taken including the relevant page number(s)
ii. Insert the citation at the appropriate place within the essay. This is done by using the name of the author, followed by the year of publication. 
iii. Provide a reference list of all books, articles and journals that are cited in the text at the end of the essay.

CONCLUSION 
This Moodle has been interesting and most importantly helpful in forming the basis of my academics. The topics covered will indeed help my academics as well as employability skills. Academic writing, paraphrasing, summarizing, referencing, and time management will help to foster my academics while CV writing, cover letter writing, public speaking and giving presentation will help to improve my employability skills.
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