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This report consists of different views of critical thinking, time management, CV writing and covering letter and examines them in detail. It also includes a reflection on how learning about these skills has impacted my learning and professional life. 
[bookmark: _Toc60610673]Critical Thinking
When I first started this course, I had very little knowledge about academic writing. I was wondering how I could manage studying; how difficult it would be to write an academic report and how difficult examination would be.  However, after few lessons and with the help of my lecturer gradually I was able to understand my tasks and I became more independent and confident. I can still remember when my lecturer first asked a question about critical thinking, most of the students, like me, didn’t really know. It was quite difficult for me because although I knew the concept in my head, I was not confident enough to answer. Many of the students gave different answers, some of them were partially correct and some were not. Then my lecturer explained what critical thinking was, how to think from a different point of view and most importantly how to gain this skill. The lesson was really thrilling because after that gradually, through a lot of practice and reading I was able to understand how to think differently and how to link and find connections between two concepts. As a University student it is important to obtain and use this skill throughout student life.
Critical thinking can be executed in various contexts and has various meanings. On this occasion I am discussing critical thinking with respect to higher education and academic writing. Critical thinking can be defined as the ability to think rationally to understand the logical connection between two ideas (Skills You Need, n.d.).  It is an old, broad and rich concept. American philosopher John Dewey (1910) used to call it reflective thinking as the term critical thinking describes an educational goal (Stanford Encyclopedia of Philosophy, 2018). At the beginning of the university life many students become anxious and feel uncomfortable to ask questions and criticise ideas they are read or encounter in their lectures. They often think challenging established academic writing is disrespectful, but it is important to become a critical thinker in order to express your ideas and back up arguments with constructive evidence. There are many ways students can demonstrate their critical thinking skills and one of them is through reading. Through critical reading, asking questions, and evaluating the whole message, students can develop and improve their critical thinking skills. These skills are also reflected in academic writing. There are many factors that affect critical thinking skills. These are observations, analysis, interpretation, reflection, evaluation, problem solving, decision making and so on. After completing the module and looking at the knowledge I have obtained in the class and through reading/practice, I can now express my opinions and thoughts more clearly and independently.
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Life is short and time is very precious. It is important to ensure every minute of time is spent and utilized wisely. We all know that time and tide wait for none. So, managing time is very important. Time management is the process of organizing and planning and how to divide time between two activities (Skills You Need, n.d.). Appropriate time management skills helps to work smarter and ensures work can be done on time, even if there is less time and high pressure. Failing to complete work on time can raise questions about ability and can cause stress. Time management skill consists of many different skills like prioritisation and delegation. Being active and organised are some good ways to complete daily tasks on time. Being well organised mean staying in control and in charge of your work, increasing productivity. Prioritizing everyday tasks is another key skill of time management. You need to be absolutely sure of what jobs need to be complete first. Setting goals is also important and this includes setting both short term and long-term goals. Effective and clear communication skills also helps to ensure plans and goals are clear and helps build good relationships with co-workers. Also, planning ahead is one of the fundamental parts of time management. Managing stress is also important. Looking after yourself, building emotional strength, being in control of any situation can help to improve mental health.
All of the above time management skills are crucial to obtain in order to organise and structure everyday task and help achieve goals. As an example, if my goal is to get a job, then I need to update my CV with a covering letter, search for vacancies, send applications, research about the related job and company and prepare for interviews. Completing all of these things on time and in the correct order is important to ensure the goal is achieved. Before I joined this course, I did not have perfect time management skills. At the beginning I faced difficulties to manage my time between my work and my studies. Also, I struggled to divide the time with my family and friends and with everyday tasks. But gradually I have learned this skill and I have learned how to manage my time, how to prioritize work, how to organise work, how to plan ahead and how to manage stress.  I can now manage my time well and complete my everyday tasks on time.
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A CV is a crucial document that displays all the characteristics, skills and experience a person has to offer professionally. It is a major opportunity to impress and sell yourself to employers. CV is short form of Curriculum Vitae. A CV contains all the information of a person’s educational and professional history, abilities and achievements. The information is used for applying a job. In order to step into the job, market an effective CV is essential. Ultimately it acts as a passport in the job market. A CV is the first thing an employer sees from the employee. So, it makes a huge difference when applying for a job and employers select their job candidates. A good CV consists of detailed information of name, professional titles and contact details, a personal profile, experience and employment history, education and qualifications, hobbies and interest and other key skills. Firstly, the personal statement. This section of the CV is one of the most important parts. This section should be written just underneath the name and contact details. It includes an effective paragraph of description such as who you are, what are your objectives, what can you offer for the company and what your career goals are. It is really important to change the profile according to the description as different job requires specific qualities that match the role. After a personal statement, the next section should include experience and employment history. This section is to describe previous jobs, internships, and experience. It needs to list all previous jobs with the most recent one first. It is important to list and provide all job information including job title, dates work and job roles. It is also important to write some duties, responsibilities and goals that you have achieved in the previous jobs. Adding all this key information will make the CV much more attractive. The next section of the CV should contain information on education and qualifications. This needs to be a concise list of all the qualifications, grades, name of the educational institutions and years studied. After that there needs to be an additional section for hobbies and interests. It is important to remember that there are some types of information that should not be included in a CV. In many countries in the world applicants attach a photo with their CV but in UK it is not a good practice as it may encourage forms of discrimination. Also, applicants should not write their age and date of birth in their CV as it is illegal for employers to ask about age under the Equality Act 2010 (CV-Library, 2020). Similarly, marital status and dependents do not make any difference to the ability to do a job and it is protected by under the same law. There are many other protected characteristics that must be omitted from a CV. Finally, a CV has to be short, attractive with all the key information and skills and no more than two pages long, anything longer and employers may be deterred and put off from reading it. I have learnt valuable information about CV writing that I otherwise would not have known, and I hope this information comes to use when I complete this course and enter the job market. 
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A cover letter also known as covering letter/motivation letter is a document sent with a CV to provide extra information when applying for a job. The letter carries other personal information which helps to sell the application. It is an essential document, a single page letter however it is not a simple summary of a CV.  Most importantly it gives the chance for applicants to express themselves to employers, outside the constraints of a CV. The letter can be completed by highlighting and building upon particular skills and experiences relevant to the job. Generally, all job application need to be supplemented with a cover letter, however some employers may have different screening methods. It is also important to have proper letter-writing etiquette when writing a cover letter, for example, if the addressee is known (they preferably should be) the letter is signed off with ‘Yours Sincerely’ or ‘Kind Regards’. If the reader is not known, then it is best to go with ‘Dear Sir/Madam’ and sign off with ‘Yours Faithfully’. It is always good to keep the letter short and effective because again, like CVs, long cover letters can be off putting. A cover letter should a few paragraphs. The first paragraph should include reasons for writing the letter, where the applicant saw the job opportunity and when the applicant is available to start. Then the second paragraph explains why the applicant is interested in this job, what attracted them to work for the company and what the applicant can offer the company. The third paragraph should include detail on qualifications and experience desired in the job descriptions and explain how the applicant can meet those requirements, this should be developed information that was only briefly mentioned in the CV. Learning about cover letters has made me realise I had quite a lot of misconceptions about them, and I hope to use my new knowledge soon. (How to write a CV, 2020)

The Academic and Employability Skills module has given me a new insight into how the job market of the 21st century operates. I have many things still left to practise and learn however I have nevertheless still learnt a lot, and I think I am getting more confident by the day. 
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