Reflective Journal – Week 5: CV Writing and Cover Letter Preparation
In this week’s Employability and Career Development session (LCLM4005), I learned about the importance of writing an effective CV and cover letter when applying for employment. I learned that a CV is a marketing tool designed to demonstrate my suitability for a role and encourage employers to invite me for an interview. It should include relevant qualifications, employment history, skills, achievements and a short personal statement. I also learned the importance of keeping my CV clear, professional, well-organised and tailored to the specific job I am applying for.
The session also explained how a cover letter introduces me to a prospective employer and complements my CV rather than repeating all the information. I learned how to structure a cover letter by introducing myself, explaining my relevant experience and skills, demonstrating what I can contribute to the organisation, and ending with a professional closing. The STAR method (Situation, Task, Action and Result) can help me provide evidence of my abilities.
I can relate this learning to my own career development because I have experience in property finance, underwriting support, case management and customer service. When updating my CV, I need to highlight transferable skills such as analytical thinking, communication, attention to detail and problem-solving. I also recognise that my CV should be adapted to different vacancies to match the employer’s requirements.
Overall, this session has helped me understand how to present myself more effectively to employers. I will apply this knowledge by reviewing my CV, using evidence to support my skills and writing tailored cover letters that demonstrate how my experience and qualifications meet the requirements of my chosen roles.

