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BMSW4001: ACADEMIC AND EMPLOYABILITY SKILLS 


Abstract
The purpose of this report is focusing on the relevance of learning about Cover letters, CVs, employability and reflective writing. Kolb's model has been applied to evaluate the learning process of all the learning activities and experiences. Relevant feedback gained in the process of learning has been suggested as well.
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[bookmark: _Toc57920059]Introduction
This written report will reflect upon the learning I have been provided within this module. This will help me to accumulate additional information about my learning on the specific concepts. To develop a constructive reflection on the learning of this model, Kolb's reflective model will be used. Kolb's reflective model is composed of four variables like concrete experience, reflective observation, abstract conceptualisation and active experimentation (Kolb, 1984). Kolb’s cycle will help me to conduct a reflection by reviewing, evaluating and analysing my own experience throughout the learning process. Employability, CV, Cover Letter and Reflective writing will be the topics that will be covered within this reflective writing. 
[bookmark: _Toc57920060]Employability
Concrete Experience
In the case of learning in employability, I learned about the actual meaning of employability skills. I realised that certain employability skills could be considered as useful in practice; however, in reality, these skills can be irrelevant. I also received the feedback while learning that I was interactive in the class, which helped me in gaining knowledge about employability skills effectively. I also learned that in different fields of the workplace, different kinds of employability skills are needed to be showcased.
Reflective Observation
In earlier days, I thought that basic employability skills are enough for being eligible to compete for employment. I also had the notion that most of the businesses rely on technical skills while considering a candidate for employment. However, learning from the activities helped me gain knowledge about the importance of soft skills as employability skills. I also learned that being employable does not only benefit businesses or candidates; it also helps the community as a whole. I possessed a preconceived notion that most of the businesses manage ambiguity by themselves, and employees are not a part of the process of managing a change. However, I learned that in employability, ambiguity is a majorly essential aspect.
I also gained goal-oriented feedback while learning as I was given a timeline within which I had to complete my tasks. Through this course, I have been able to recognise the relevance of flexibility while learning about employability as the importance of employability skills can change over time. However, I felt that I learned less about the role of technical skills in employability which can affect my learning in future.
Abstract Conceptualisation
The feedback gained while learning about employability helped me shape my personal skills effectively. I was provided with goal-oriented feedback, which helped me in improving my time management skills. I also learned that being flexible is highly essential as a learner as the course of studies can change significantly. In future, I will apply knowledge gained from the learning. As per Di Gregorio et al. (2019), soft skills of employees are considered to be highly useful for marketing professionals in changing the scenario of modern businesses. Hence, currently, I am working towards enhancing my soft skills to become employable in future.
Active Experimentation
In my professional life, learning about employability will play a major role in shaping my career path. I will also focus on enhancing my employability with the help of learning from this course. As per Misra and Khurana (2017), having social skills can act as a pillar for working professionals in any field. The learning from the activities will help me in improving my social skills also, as I learned about the role of communication skills in employability. I will attempt to enrol myself in an employability skills course in future to develop my learning. 
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Concrete Experience
During the learning process of the CV or Curriculum Vitae, I have learnt the minute details about developing a CV. This learning process has helped me to focus on the details so that my CVs in the future can be well constructed and based upon the important key points that must be included in an appropriate CV. The examples of a professional CV and understanding the importance of the different stages helped me to gather concrete experience about developing a CV.
Reflective Observation
Previously I had a basic idea about the importance and making of a CV.  I lacked the knowledge about the proper stages that should be included within a CV. I did not know about the actual importance of a CV within a professional sphere as well. Though I knew how to write a CV, I lacked information about the actual structure of a CV in specific.
Through the learning process of this module, I have acquired knowledge about properly writing a CV. My previous CV writing has lacked the specification. The teacher has given me feedback after seeing my CV that I should incorporate specific details so that it can attract the attention of the employers. The different stages like writing about key skills, objectives, educational details and the other hobbies are important to add within a CV because it helps the employer to know the details about the candidate (Levitt et al. 2019). 
Apart from this, I have also searched Google to understand more details about CV. I have gone through different samples of professional CVs to understand the actual structure in which a CV should be written. I have also come to know about the importance of formatting a CV so that it looks attractive and personalised to the recruiter.
Abstract Conceptualisation
I have gone through the practice sessions of writing a CV in this learning process. The teachers have given me feedback on how to incorporate small details about my educational career and personal strengths and weaknesses within the CV. After incorporating those details within my CV, it has made the impact of the CV stronger. I have gained the knowledge about properly writing a CV so that I can apply to suitable jobs balancing my personal choices. The proper formatting of the CV is essential because it makes the CV appealing to the recruiter (Wijayanti and Sulistyaningsih, 2019). The CV speaks on behalf of me as a candidate for a suitable job.
Active Experimentation 
The experience that I have gathered through the learning procedure of the CV has helped me to understand the writing process of CV in-depth. In my future job applications, I can apply my experience with writing a CV for a better outcome. I will write the CV maintaining the different stages that have been discussed above. This can strengthen my CV from within. As CVs are essential to creating the first impression on an employer, I will make the CV incorporating all details like my key skills, my objectives, job experiences, hobbies and more. This active experimentation of the CV can help me with my future career through applying to suitable jobs maintaining accurate guidelines of a CV.
[bookmark: _Toc57920062]Cover Letter
Concrete Experience
In this learning process, I have come to know about the actual importance of Cover letters and the reason why they should be attached to a job application. Through learning, I have learnt the appropriate procedure of writing a cover letter. This learning has given me a concrete experience about writing a cover letter and the advantages associated with them in the employment process. In this learning process, I have a session practising the writing of a cover letter which has also lent me some real-life experience.
Reflective Observation
Previously I have minimal knowledge about writing a cover letter. I have known the existence of cover letters, but I lacked the knowledge about the actual usage of the cover letter within a professional field.
Through this learning process, I have understood the basic structure of a cover letter. I have written cover letters for practice purposes in this learning process. They lacked the specific stages of a cover letter. From the feedback given by my teacher, I have learnt that a cover letter has four basic stages. The stages like analysing the job listings, incorporating a particular employee name, including a table describing my overall qualifications, proper formatting of the cover letter can give a certain depth and insight to my cover letter (Tomaska and Nosek, 2018). 
I have searched some Google resources to develop my writing knowledge of cover letters further. I have come to know about another stage of following up with the overall information at the ending of a cover letter is also important. This has enriched my learning about cover letters further.
Abstract Conceptualisation
The learning of the cover letter has helped me to know about properly developing a specific one. I have learnt that the cover letter has its own implication within the application of a job. I have practised writing the cover letters within my learning period, and during this process, I have earned feedback from my teacher. Initially, the teacher has commented that my cover letters are general and weak in attracting the recipient of the letter. Later I incorporated details about my qualifications and my requirements regarding the job. Both of them are very important for
Active Experimentation 
For the growth of my career, I will eventually apply to some suitable jobs. I will write a well-constructed cover letter and attach it along with my CV. I will incorporate the different stages within my cover letter. The different stages will include a proper analysis of the job listings, asserting my qualifications with specific details and proper formatting of the cover letter. I will apply my concrete experience about writing a cover letter in these criteria, and it will lend a professional and well-constructed quality to my job cover letter.
[bookmark: _Toc57920063]Reflective writing
Concrete Experience
During the process of learning, I learned substantially about reflective writing and its relevance in learning. I learned that in reflective writing, along with the personal experience of learning, the development of the learning is also needed to be considered as well. My learning from the process also helped me realise the learning and reflecting are dependent on one another, and one cannot be completed in the absence of another. Reflective writing is the only chance in which the student gets the chance of analysing and recollecting the thoughts.
Reflective Observation
I did not pay attention to reflective writing in earlier days as I thought that it does not help the learners. I considered reflective writing to be a tedious process which only describes the experiences of the learner. My unclear opinion about reflective writing also made me think that reflective writing has no use in the development of a learner. However, when I shared my opinion, I gained feedback that my thinking is majorly wrong in some areas.  Description of the learning process is definitely a major part of reflective writing. However, I also learned that analysing learning is also crucial. During the learning process, I was able to realise that interpreting learning is also important. From this learning, I also identified that in reflective writing, the role of evaluation is significant.
My learning further helped me in realising the relevance of self-awareness. According to Fotiadou et al. (2017), self-awareness improves the sensibility of a learner. Hence, I realised that for improving my sensibility I need to be self-aware which can be achieved through reflective writing. 
Abstract Conceptualisation
My learning from reflective writing will be highly essential for becoming a good learner. The experience from learning about reflective writing can help the experience of becoming a learner, along with being a working professional. When I become a professional, I will need to learn as well in my professional capacity. Thus, reflective writing knowledge will be helpful for me to reflect on the ongoing processes I am facing in a learning atmosphere. Gibson et al. (2017) argued that documenting a learning experience is highly essential for learners. I have already learned about an effective way of documenting my experiences in an effective manner through the learning about reflective writing.  
Active Experimentation
In future, I will aim at including reflective learning in daily activities of my life which will include professional as well as personal life. I will also focus on creating a reflective writing diary, which will help analyse my learning on an everyday basis. I have already started writing small notes on my notebook regarding my learning from classes to ensure that I can evaluate myself. In future, I will attempt to improve my skill of reflective writing further by practising it regularly. 
[bookmark: _Toc57920064]Conclusion
This report has shed light on the personal learning experience in different aspects of learning. The learning experience has been analysed based on the learning styles suggested in Kolb's learning model. In this report, the attempt for future development has been addressed as well. The relevance of learning about CV, Cover letter, employability and reflective writing has been considered to be analysed in this report. Personal experiences in learning these aspects have been presented in a reflective manner.
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