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[bookmark: _Toc38653280]Introduction
In this assignment I am going to reflect on my progress of understanding what academic skills really mean, and what I have learnt along the way. I will also talk about three topics which are CVs, Cover letters and Presentation skills. I will use the Driscoll Model of Reflection.

 Many HR (Human Resources) will have a perception that college students' resumes are more and more exaggerated, and some experiences seem to be "high", but in fact "fake big empty". For example: "Once in charge of overall planning work in an international summit forum", it may have only been "moving bricks" in a practical activity organized by a school; "Having achieved excellent results in a national competition" may have just participated in a certain event Small competitions that are not searchable by search engines may not even win prizes (Allan & Driscoll 2014).

Before, I used to hate writing and updating my CV because I always hard to think too much of what will the recruiters think of me, does my CV and Cover letter make sense to them? Basically, I always felt intimidated. However, with all I have learnt in class, I know that it should be about them, and the skills and nothing personally directed to intimidate me as a person.
[bookmark: _Toc38653281]Discussion
[bookmark: _Toc38653282]Section 1
[bookmark: _Toc38653283]CV or Resume
 A CV is a short introduction sent by the job seeker to the recruiter. Contains basic information about yourself: name, gender, age, race, nationality, political outlook, education, contact information, self-assessment, work experience, learning experience, honours and achievements, research aspirations for employment, a brief understanding of work, etc. A single standard is the best standard (Allan & Driscoll 2014). The CV represents me and is an attachment to my personal abilities. It can be written in the name of others, but what I have experienced cannot be written by others, and the skills I do not have are rarely from nothing. Writing CVs and receiving professional training is great, but this is just the "life-saving straw" I want to catch after studying. CV and resumes are the same because they are all documents that summarize your professional experience, education, skills, and achievements. 

It is important to note that in most parts of the United States and Europe, CVs are not interchangeable. The resume is a short document that outlines your past roles, skills, and detailed information about education. On the other hand, they are usually longer and more detailed documents, focusing on courses and research.There are two common CV formats. One is a step-by-step method, listing your experience in study, work and training in chronological order (Allan & Driscoll 2014). The other is the reverse order method. Write the latest in the resume. Human resource workers prefer this method of CV writing. After all, time is limited. You need to someone has the value of an additional contact in about 15 seconds. There different types of CVs
1. functional CV: Emphasizing the ability and professional knowledge of applicants, not focusing on work experience, so it is an ideal resume for graduates.
2. Professional CV: It emphasizes the professional and technical skills of candidates, and is more suitable for graduates, especially those positions that require high technical level and professional skills. The most suitable resume (Allan & Driscoll 2014)
3. Performance Summary: It highlights the achievements of the job seeker in their previous work. This type is not suitable for recent graduates without work experience.
4. Creative CV: This resume emphasizes a distinctive personality and innovation; the purpose is to show the creativity and imagination of the candidate. This CV is not for everyone. It is suitable for positions such as advertising planning, writing, art design, and research and development personnel engaged in targeted research (Allan and Driscoll 2014).

[bookmark: _Toc38653284]Section 2
[bookmark: _Toc38653285]Cover Letter
The cover letter, which describes cover letter in English, seems to be less valued in China, and job seekers rarely consciously prepare during the job search process. However, in the United States, 42.9% of employers want to see the cover letter of the applicant. The cover letter is part of your resume, even if some companies do not value the cover letter, but whether you are prepared or no, it reflects your attitude (Allan & Driscoll 2014). If you do not prepare much in your cover letter, it could be predictable. But if  your well prepared, it will make HR think that you are seriously preparing for a job search, which reflects a person's spirit of due diligence, will make HR feel good, and increase your interview invitation rate. The cover letter is especially important when looking for a foreign company to apply for a job. There are very few mentions upstairs, so I will talk about how to write a cover letter when facing a foreign company. Before writing a cover letter, we must first think about two core questions, namely, "Why do I love this company? Why does this company love me?" When recruiting, companies hope that you can understand their values and hope to hear your evaluation of their company, so to answer these two questions you need to do enough investigation to understand this company. So here are some things one should consider.

1. Don't repeat the statements already mentioned on your resume. Use the cover letter to talk about what skills each job gives you. For example, XXX internship gives you an in-depth understanding of the XXX industry. 
2. The experience you write should be related to the position you are applying for. For example, the position you apply for requires strong data processing skills. You can emphasize your relevant experience; meanwhile, after speaking of this experience, pay attention to rebate the position you applied and company. In order to get a good impression of the company, you can briefly describe in the cover letter why you applied to this company instead of a competitor. This question will be asked by HR during the interview of many companies. Therefore, it is better to write it directly in the cover letter, this part can start from the company's corporate culture, special products and the prospects of the applied positions. Therefore, as i said earlier that it is important to research and understand the company. This question can only be answered if you understand the recruiting company. Be sure to fully demonstrate your desire for this company, this job, and the effort you made to learn more about this company. 
In the last paragraph, you should emphasize why you want to apply for this position in this company and emphasize that your joining will bring a positive impact on the company. You have a very high degree of matching with the position of this company. Emphasize what you want to get in this position. At the end of the cover letter, you should properly thank the company for this opportunity and express your expectations for the next round of interviews.

[bookmark: _Toc38653286]Section 3
[bookmark: _Toc38653287]Presentation Skills
Presentation skills can be defined as a set of abilities that enable an individual to interact with the audience; transmit the messages with clarity; engage the audience in the presentation; and interpret and understand the mindsets of the listeners. These skills refine the way you put forward your messages and enhance your persuasive powers. 
Years ago, I used to be so shy and held back if I had to do a presentation in front of a big crowd. But when I joined the media and started working on radio as a radio presenter, I got better. I actually became more confident when my fans and colleagues would compliment my voice on radio, and I got to interact with many different sorts of crowds. To put an icing on cake, I started getting some tips for gigs to work as an MC or do a commercial brief adverts with my voice during music events. So that was a millstone in my life.

[bookmark: _Toc38653288]Importance of Presentation Skills
Interaction with others is a routine job of businesses in today’s world. The importance of good presentation skills is established based on following points:
1.They help an individual in enhancing his own growth opportunities. In addition, it also grooms the personality of the presenter and elevates his levels of confidence.
2. In case of striking deals and gaining clients, it is essential for the business professionals to understand the audience. Good presentation skills enable an individual to mold his message according to the traits of the audience. This increases the probability of successful transmission of messages.
3.Business professionals must arrange seminars and give presentations almost every day. Having good presentation skills not only increases an individual’s chances of success, but also enable him to add greatly to the organization.

[bookmark: _Toc38653289]How to Improve Presentation Skills
The characteristic of speaking skills is to enhance one's ability: cooperate with the crowd. Move the message clearly. Keep in touch with the crowd during the presentation; and understand the mindset of the audience. The importance of good speaking skills is based on the following key points.
1.They help a person improve their development opportunities. In addition, it can also enhance the personality and confidence of the host. If you want to arrange an amazing speech and attract customers, it is important for business professionals to understand the crowd. The absolute ability of the presentation allows a person to shape his information according to the characteristics of the crowd. This increases the chance of successful mail transfer.
2.Business professionals need to arrange seminars and make regular presentations. Having the best speaking skills will increase a person's chance of success, but at the same time give him or her extraordinary powers to participate in the association.
3.Good speaking ability requires effort and effort. To improve the presentation function, you need to research about the audience before presenting, for example, are they children, teachers, cooperates etc. You need to prepare for the right crowd: This will enable you to easily understand the characteristics of the crowd. You will then be able to create messages that interest your group and they understand. For example, if logical congestion occurs, you can add more statistics to the presentation.
4.Practice hard: practice, but do not miss the quote. Exercise can reduce your anxiety, gives you the strength to make sure you practice listening to everyone's voice, because it allows you to distinguish and handle errors with the greatest skill. Do not try to remember anything, because it will make your offer look mechanical. This will reduce the level of commitment of the crowd.
[bookmark: _Toc38653290]

Conclusion
This phenomenon of stacking projects often appears on resumes with little excellent project experience. We try to cover up the quality disadvantages with quantitative advantages. In fact, it is often counterproductive. It is best to put 2-3 projects in the column of project experience. It seems that there is no problem, but this kind of running account is written too much, and it is impossible to highlight its own advantages and show its ability.
The project experience is the focus of the investigation. The interviewer wants to know the role of the candidate in the project experience, the responsible module, the problems encountered, the solution ideas, the results achieved, and the final summary and precipitation.
The above description only shows "what did I do", so this kind of project description is almost meaningless, because for the interviewer, he cannot see valid information, and the project description without valid information is basically worthless. If you do not have a big factory experience or an endorsement by a prestigious school at this time, it will basically be cold. At present, some companies will take the form of examinations and use professional knowledge to examine the true level of job seekers and distinguish true and false resumes. 
Therefore, I feel I am confident enough to write a good CV, good cover letter and am even more confident to do public presentations without panicking or pre thinking about it a lot.
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