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[bookmark: _Toc27684280]Introduction
Reflective essays or reports mainly focus on the writers experience about something that he/she has learned. This kind of report not only enables the writer to share his/her experience but enables him to explore how he/she has changed their lifestyle from that kind of experiences. Here in this reflective essay, I will share my experience with Task 1, where I have learned about topics related to my employability skills. In this second task, I will share my experience about the development of my CV writing skill, Cover letter writing skill and presentation skill, which I have achieved from Task 1. 

[bookmark: _Toc27684281]Discussion
Employability skills are those that make one employable. These skills help a person to be intellectual and be preparing for a job application (Zakaria, Ismail and Ana, 2017). Employability skills are also known as soft skills, which are needed for particular job posts. Task 1 has covered some areas that could build the employability skills of a person. My teacher's feedback was good enough from task 1. My class activities were good enough as well as class participation. The teacher suggested me to try to write a CV and cover letters more and more to make it fluent and build a perfect CV (Mousawa and Elyas, 2015). She also suggested me to practice giving a presentation in front of the mirror to speak fluently, overcome the shyness, and become a good presenter.
Task 1 has taught us about the building blocks of a career, which will surely be the employability or soft skills. Many Media frequently run writings on the lack of employability skills in school-leavers, fresh graduates or even those already working for any organization (Mishra and Trivikram, 2010).That is why; organizations spent a lot of time and money to develop the basic skills of their employees. Here Task 1 has covered the most important employability skills- CV writing, Cover letter writing and Presentation skills. Therefore, I have learned many things from task 1 about these important skills (Innes, 2012).
[bookmark: _Toc27684282]CV Writing Skills
As we know, CV or Curriculum Vita contains all the significant achievements of one’s career. It enthusiastically includes research, presentation, publications, work experience, skills or extracurricular activities and most importantly educational background (Innes, 2012). In short, a good and complete CV reflects one's expertise in their field. Task 1 has benefited me with the way to include my skills in my Curriculum Vitae. From Task 1 I have learnt how to write a proper CV. Some specific areas, which have been covered by the task, are including contact information of the applicant, educational background, work experience, conference presentations, conference attendance, honors and awards, grants or funding, publications, professional affiliations, key skills, language skills and lastly the references(Themuse.com, 2019).
Task 1 has covered how to use CV templates. I have learned to search in Google about the templates of CV writing. These templates are a type of form or an actual CV format. The applicant needs to fill up the blank space with the required information. I have also learnt how to set the image of the applicant in the CV format. The one thing that I have learnt for the very first time is the core difference between CV and Resume. Many of the applicants make a mistake in this area understands the difference between a CV and a Resume (Zakaria, Ismail and Ana, 2017). The CV is the overall list of significant achievements of an applicant, but a resume is not like that. Resume includes specific information and skills, which are especially needed for a particular job or position.
Because there are some organizations, who want a tailored resume focusing on the requirements of the specific post, so a long enlarged CV is not necessary all the time. I have also learnt that some specific topics or keywords can be bolded or made italic for making them eye-catching, especially for my presentation and publications. Because the recruiter has not enough time to read the whole CV (Kirkpatrick, 2017) Therefore, it is better to bold the specific points, so that it attracts the reader’s eye. The last thing I have learnt, references in CV is not always required. If I do not include a references section, I surely keep my reference list formatted, up-to-date and ready to send. If the employer asks for any, I would be able to provide it. 
[bookmark: _Toc27684283]
Cover Letter Writing

A cover letter is a document that is attached to the CV while applying for a job. It focuses on highlighting certain areas of a person’s skills that are needed for the job I’m planning in mind, rather listing all the skills and experiences of an applicant (reed.co.uk, 2019). Task 1 has taught me how to write a cover letter for a particular job vacancy and what areas should have to be covered. The most important areas that have to covered by the applicant are- Your details, hiring manager's name, where you found the vacancy, why you are suitable for the job, what you can do for the company and lastly the closing statements. The most important topic it covers is the source from where the vacancy was found. Generally, an organization send advertisement or vacancy notices in newspapers, online portals, and the website of the organization or nowadays in Face book pages and groups.
Therefore, the applicant needs to mention the source from which he/she has to know about the vacancy so that the organization can understand and locate. Task 1 has taught us how important a cover letter is (Kirkpatrick, 2017). A cover letter is the most effective and easiest way to stand out from the crowd. A good cover letter adds extra value to the CV and brings something different in front of the employer. Task 1 has pointed out that; the cover letter is the best way to elaborate on one's achievement. I have also learned which type of format is appropriate for writing a perfect cover letter. It is not a matter to underestimate, because the layout says a lot about the applicant's approach and the overall attention in detail. For that reason, a cover letter must have to be clear and concise. Task 1 covered more guidelines for a perfect cover letter. It taught us to keep the paragraphs short and direct, to back up any statement with facts. I have also learned to use professional font, spelling and grammar crosschecking as well as using templates. A cover letter should have to be half of the A4 paper or maximum one page(Mishra and Trivikram, 2010). One thing that the applicant should keep in mind is, the recruiter does not want life story, so the cover letter must the little in-depth but side-by-side more punchy and to the point. From task 1, I have learned that every applicant must add a cover letter and it was no exception. I thought it was not necessary enough to add a cover letter, but task 1 has proved me wrong. A cover letter not only shows my sincerity about the job I am applying for but helps me to tailor my application according to the role. The one more thing that could make a cover letter catchy is the research about the company.  The recruiter gets impressed when he/she notices that the applicant has given time to know about the company and showed sincerity (Mousawa and Elyas, 2015).
[bookmark: _Toc27684284]Presentation Skills
Presentation skill can be defined as the ability to interact with people- the audience, transmit the message, engage the audience in the presentation as well as understand the mindset of the listeners (Cleverism, 2019). In the present era, presentation skill is the most important one because it is essential for convincing the customer and communicating the organization’s mission and vision. Task 1 has covered many important areas of presentation skill so that students can recover their shyness. From this task 1, I have learnt that presentation skill helps an individual to increase, my growth opportunities.
Presentation skills also groom the personality of the presenter and increase my confidence level (Zakaria, Ismail and Ana, 2017). Task 1 has emphasized that presentation skills are so important for striking deals and gaining clients of the business. It helps the presenter to ensure successful transmission of the message. A good presenter not only increases his skill but also adds value to the organization. That is why, task 1 has mentioned some specific ways of improving presentation skills, which helped me to enhance my employability skills. Such as-
1. Researching about the audience before presenting your topic. Research on audience helps a presenter to understand the traits more efficiently. In that case, the presenter can deliver the proper message that could be understood by his/her target audience. For instance, in the case of the more complex or analytical audience, I was a presenter can add more data in my presentation (Mousawa and Elyas, 2015). 
2. Structuring the presentation effectively. The most effective way to start a presentation is to tell the audience in the introduction that what is the topic or what you are going to present today. A presenter should follow this by presenting the idea and should keep continuing the presentation by repeating the main point until the end (Mishra and Trivikram, 2010).
3. Doing a lot of practice before presenting. Practice makes a man perfect, we know. There is no alternative to practicing the presentation repeatedly, before delivering it in front of the audiences. However, there is a core mistake that most of the presenters do is memorizing. In task 1, the teacher mentioned to do rehearse but not to memorize. Practice or rehearsal reduces anxiety and enables the presenter to be confident on the presentation day (Cleverism, 2019). My teacher pointed out one thing about rehearsal or practicing is, doing practice loudly and boldly, so that I can find my errors and mistakes and eliminate them more efficiently.  
As I have mentioned earlier, memorizing in the presentation is a huge mistake. Because when a presenter tries to memorize his lines or words, it makes his whole presentation mechanical as well as artificial. For only this one thing, memorizing, the presenter cannot communicate as much audience as he/she wants (Zakaria, Ismail and Ana, 2017).
[bookmark: _GoBack]So all these employability skills I have experienced from task 1. These were not only a task for me, but it will help me in future when I will enter into the job world. I think every student should have these skills to make him/herself different from other 100 students (Mishra and Trivikram, 2010). As a job applicant, I want to make my recruiter feel amazed while reader my Cover letter, CV, or even my company officers while attending the excellent presentation skills that I have experienced from these task 1 and 2.

[bookmark: _Toc27684285]Conclusion
The whole task 2 was about my experience and learning from task 1, which was about the analysis of my academic and employability skills (Zakaria, Ismail and Ana, 2017). Here is task 2, I have written a reflective report about my experience and takeaways from task 1. I have learned how to write a perfect CV to enlist my achievements and skills, how to design a good cover letter to attract the recruiter and stand out from the crowd (Mousawa and Elyas, 2015). Lastly, I have learned how to be a good presenter and how to engage the target audiences through my words. These learning’s will help me throughout my whole life (Cleverism, 2019).

[bookmark: _Toc27684286]References
Cleverism. (2019). Presentation Skills. [Online] Available at: https://www.cleverism.com/skills-and-tools/presentation-skills/ [Accessed 19 Dec. 2019].
Gray, J. (2010). Get that job with the right CV. London: Teach Yourself.
Innes, J. (2012). The CV book. Harlow, England: Pearson.
Kirkpatrick, H. (2017). How to write a CV (curriculum vitae) and cover letter. Middletown, DE: CreateSpace Independent Publishing Platform.
Mishra, R. and Trivikram, K. (2010). Skill development programmes. New Delhi: Excel Books.
Mousawa, D. and Elyas, T. (2015). The presentation as Employability Soft Skill to ESP Learners in the English Language Institute at King Abdulaziz University. Journal of Language Teaching and Research, 6(5), p.1058.
reed.co.uk. (2019). What is a cover letter? | reed.co.uk. [online] Available at: https://www.reed.co.uk/career-advice/what-is-a-cover-letter/ [Accessed 19 Dec. 2019].
Themuse.com. (2019). What Is a Curriculum Vitae, and Do You Need One?. [online] Available at: https://www.themuse.com/advice/what-is-curriculum-vitae-example [Accessed 19 Dec. 2019].
Zakaria, N., Ismail, N. and Ana, A. (2017). The Relationship between Employability Skill and Career Choices among Vocational Skill Students. The innovation of Vocational Technology Education, 12(2).



[image: C:\Users\Asim\Desktop\Asim -E1P1.jpg][image: C:\Users\Asim\Desktop\Asim -E1P2.jpg][image: C:\Users\Asim\Desktop\Asim - E2.jpg]



12

image3.jpeg
QER/ 1V /%7 =™a . :2imeus)s s 491M231

V3 L
SRl S S A e e v v L O]
- «c&% PN PO Y 1SjUWWOI §,434MP3T

=

i) WA 7

IIT Vi ??u&sow R I

sfquiuﬁ 7559 e of \LQ TRV R
M LI ‘y\nvt.wjlm.tu Woh LT Wil \\
e NMFE,RES > PGV
%&Jﬂiﬁ\ BTy

Jﬂ?j TP AL A«ﬂt SNJ./. i&&eg

7
ScESm_zm
2 w3~ (39) syims Awpqeojdw3 pue dwapedsy





image4.jpeg
Student presenting: Js e
SCORE: 5= Excellent, 4.

00d/Average, 2=Poor,

_vate /1255

Coves lefies

AT ‘rs"’T"a ‘T‘ft ‘7 ~ Comments |

¢ Toprc7
’ DELIVERY

‘CM/.M deliveyf ‘

The presenter delivered the material in a clear and structured manner O/glo[0[O
The presenter was knowledgeable about the topic and any related issues CIlERER RN 77‘1 10 Slow olocurm, .
he presenter maintained my interest during the entire présentation [o(=(ofojo]| feApand. faka |
| The presenter was enthusiastic about the topic =[O ! o|jojo info .
resenter was well organised and prepared 2 [=2lololalo] v nSPe).
contact was maintained @ 3 ol=|o(olo '77"ﬁh /‘fu(/“ ,:J-
5 y langusge was appropriate & @[O0 0[0[ 0] fonprehansive condent.
Time for presentation used effectively ¥ = _[o[eololo]
presenter was able to present the material without excessive dependence onnotes | O | O | & | O | O |
olume was appropriate Flo|ololo
5 enter spoke clearly T B B il ‘ oo
of speech was natural =N E= A= ==
was a clear introduction 3 R, B ARG @
& was a clear conclusion e |ol=lelolo
| CONTENT :
The topic was interesting zjo|o|o|o
The presentation was concise and informative i B [rlololala]
The presentation contained good examples B 11 (=7 |51 () o1
Content was relevant to the topic Eelopial IERAE]
Relevance to the module |jojo|olo
| LECTURER: PLEASE SIGN AND DATE IN
OQVERALL PREPARATION a5 LG [ El B ‘ ) ‘ - leOCONFIRMCOMPLETION

POINTS AVAILABLE 100
POINTS EARNED ___

| GRADE __

OF THE PRESENTATION.

% =

Please note the above grade is for general feedback purposes only; you stil néed to reflect on this presentation in your written assignment and attach the scan of

this page as an appendix





image1.jpeg
Prifysgol Cymru

*a:.a Y Drindod Dewi Sant
Q %

University of Wales
Trinity Saint David




image2.jpeg
L SR I AT - A el bR D e
P A S e A A T I Tl A L
2 Y 2ol A AL A7) A | A
ST o ) R ) \_ M ‘,ﬁ: o SFATITY

I ) AL O L Rk L T Y 74
I O ML e Y ] I A A A
lﬁ.ﬂﬂﬂl!&» W JOFAFVWIRP U0 jo sjos ay oy Aidde o1 ysim |

‘Nﬂ,ﬂ&# seag

VO MPIET S 00) s i T
i uoPNe)
! S Auy T

TAPY [2weN 1no4)

*qof ay3 4oy Ajdde 03 U108 3am NOA §) se Ja313| JA0D
© 93uM "AlInj2sed UORALISIP QOf UISOYI AYY Peay J2INIIA| I AQ PapIACId sqof Y3 JO 2500Y)

™3

N0y T :pajedojje Wil

4rAl ::.:zw«:‘.; K :\‘A_\ :N:h? Vi (] oweypuopms

WU JO19] T9A0T T S51350%0 SSep3-u|
T00PMSIWE
z wdd = (30V) sunis AsiiqeAojdwy pue sjwapeay





