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1.0 Executive summary 
In the following report, my Experience at the time of presentation and cover letter 

assessment takes place. The description step of Gibbs reflective cycle reflects my own 

practice before the time of presentation. Then feelings, of mine and my team members 

are reflected. As a leader, I take all the responsibility of a team and presentation. At each 

of the cross-questioning of the audience and invigilator, I give the answer with confidence, 

which marks the good impression of our group on invigilator. Still, due to some mistakes 

such as the use of a few examples in presentation deduct the marks of the whole team. 

But feedback forum reflects most of the positive points of mine such as well prepared, 

Eye contact, body language which boosts my confidence. Feedback of the invigilator 

either positive or negative both of them help me to prepare me for employment in the 

future as well as my cover letter and presentation writing skills also improve after following 

this feedback forum.  

  



2.0 Introduction 
Gibbs reflective cycle which was given by an American sociologist Gramm Gibbs in 1988 

help people easily write or think systematically about the experiences which are faced 

during an event. Gibbs's reflective cycle takes place majorly in six steps. With the help of 

which all the events which a person faces easily identified (Van, et. al., 2016). The 

following report discusses the life event of presentation and cover letter given in the past 

and on the basis of feedback, it is analysed how those feedback or outcomes help to 

boost employability, writing or presentation skills and academic progression. In every six 

steps, different stages of experience of presentation are discussed. 

  



3.0 Step-1 Description 
I started with a presentation and a practice on a cover letter that I had to do in class. I 

read the key points and principles that I had to use in the presentation. I already had a 

presentation experience that I gave in schooling (Ahmad, 2016). Nevertheless, I did 

detailed research on the presentation and the cover letter, so that my skills and way of 

writing and speaking would increase. After research, I analysed that my way of writing is 

not so good that it affects the audience and the investigator. Therefore, to improve my 

writing and speaking skills, I learned some good synonyms. According to my belief that 

practice makes a person perfect so, I tried some practice tests online, where I found more 

of my weakness as if I analysed that I was pronouncing and spelling the synonyms which 

were wrong in my presentation due to which my presentation is gone worst instead of 

innovative (Traver, et. al., 2015). After analysing my weakness, I relearn the synonyms 

and this time I wrote all the synonyms on different notebooks. I made proper eye contact 

with the audience and the invigilator at the time of presenting my work, to eliminate my 

weakness about how to talk and how to present. I clearly and concisely highlighted the 

main points of my presentation, so that I could accurately answer all questions from the 

audience. Even my team members attracted the attention of the investigators by their 

fluent communication skills. Finally, I got a response from the inspector where I came to 

know of my strengths and weaknesses. According to the feedback I got good marks for 

eye contact, time management, talking clearly, gestures, etc. But I got few marks on the 

conclusion because the conclusion was not clear and expressive. Overall this feedback 

will help me to improve my employment skills so that I do not make such silly mistakes at 

the time of my interview or give a presentation in the future (Smith, et. al., 2015). 

3.1 Step-2 Feelings 
I felt great that all my team members chose me as the team leader. But my responsibility 

for the appointment as a team leader was increased as all the questions from the 

presenter and audience were faced (Kirk, et. al., 2017). I was quite nervous at the time of 

the presentation and felt ashamed in the eyes of the invigilator and the audience. But 

after the presentation, I felt good that I did not let my hidden weakness (shame) be 

revealed in front of the audience. But I should have focused on a few more examples as 



well as key points so that my marks would not be cut due to the lack of examples in the 

presentation. The audience and invigilator always boost me and my team confidence by 

giving positive vibes. Even at some points I was stuck and confused but due to the positive 

environment, I was inspired to finish my presentation with excellence (Nicol, et. al., 2016). 

The audience, me and my team members were very happy with the presentation. The 

presentation had a lot of flaws, but overall it was liked by the investigator and the 

presentation never let anyone get bored with those who came to analyse and inspect our 

presentation (Arkoudis, et. al., 2014). 

3.2 Step-3 Evaluation 
At the time of giving or presenting the cover letter and application, me and my team 

members came to the stage with good gestures, which made an aggressive transition. 

Before the time of the proceedings, all of us had decided what guidelines we should follow 

to make our presentation and cover letter accurate. Therefore, our practice or discussion 

before presentation had boosted our confidence. The presentation began, where each 

team member participates equally, which indicated that all team members had come 

prepared for the presentation (Johns, 2017). In the middle of the presentation, we realized 

that no one had prepared an important point which would have spoiled our presentation 

and reputation. But I did not let that situation come in front of the audience and shifted 

the attention to the picture and flow chart in which I was very good and my technique 

worked and the audience did not realize the weak points of the presentation. But the 

invigilator caught those mistakes and asked cross-questions, for which I had come to 

practice several times, so I responded to cross-questions accurately with smartness, 

having result invigilator impressed with my smart answers. The presentation started again 

with the flow, in the meantime, many times the audience ask questions with me and my 

team and we answered all those questions with accuracy so that the questions of the 

other people related to it were also solved. After all, this strategy of practice and team 

bonding gave the presentation a good ending (Pocock, 2013). 

3.3 Step-4 Analysis 
Many things were analysed after writing the cover letter and giving the presentation on 

stage. The investigator's feedback forum helps me to analyse my strengths and 



weaknesses. My well-prepared faith helps me to submit the application as per the 

presenter's expectations. We (me and the team members) completed the presentation in 

a timely manner so that all topics related to the presentation were covered, and even 

solved all the questions from the audience in a limited time (Potter, 2015). This time 

management skill will not only help me to achieve the intended target but also supports 

me to build my future according to my choice. I have to be very serious with regard to 

pronunciation, speed of speech and variety of speech in volume because, due to the lack 

of these things, my feedback form did not achieve that excellence which I expected. This 

feedback forum only reflects my current performance. But if I know my ability and weak 

point through this performance then it will definitely help in my career (Oham, et. al., 

2016). 

3.4 Step-5 Conclusion 
After watching the incident, I found that my practice is not so good before my presentation. 

I practice a lot of time but I am not focused on all phases of practice. Even I learned a lot 

of pronunciation and read spelling twice but due to a lack of attention, all my practice 

became useless. Because I got a negative point for my mispronunciation, which means 

that my well-crafted perception is my prerogative, I'm super confident after practicing 

before the event which is completely wrong (Echeverría, et. al., 2014). If this presentation 

or cover letter writing exam happens again, I will definitely work on my weakness and not 

leave it to a confident attitude, which is why my feedback forum is a few steps back 

towards stage excellence. Skills, in which I will work in the future, speak with correct 

pronunciation and make my speech speed as natural as possible (Nicol, et. al., 2016). 

3.5 Step-6 Action Plan  
In the future, I will follow all the promises that I have made with me such as pronunciation 

correction, speech speed. Because these skills will help me in employment and 

educational progress, I often make promises and break them after a few months (Gibbs, 

et. al., 2013). But this time I will make sure that all the promises I make are never broken. 

I will also take offline classes to enhance my speaking skills. The last time I finished my 

practice was because of which my performance was affected. But now this time, I will 

take online as well as offline classes to start my communication as well as improve the 



skills imparting presentation, so that if such events or events happen again in the future I 

will do my best (Gua, 2013). 

 

 

 

4.0 Conclusion 
In the reflective report, the experience of the presentation and cover letter examination is 

taking place. The report has major six steps such as Description, feeling, Evaluation, 

analysis, action plan. In each of the steps, the experience of the presentation and cover 

letter submission is discussed. In the very first step basic description about my practice 

for the presentation and cover letter taking place, further feelings of me, my team 

members with respect to the audience and invigilator are discussed. Then Evaluation and 

Analysis of the experience of an event, on the respect of feedback (Received from 

invigilator) has been taking place. At last conclusion and further action plan are discussed 

that how the feedback of the teacher helps to enhance the employability skill as well as 

boost the confidence at the time of interview facing.  
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