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This report will discuss critical thinking skills, time management skills, covering letter and CV writing skills that I have learnt in this semester and provide some personal reflection on how my learning has impacted my day-to-day activities.

[bookmark: _Toc60606217]Critical Thinking
At the beginning of the term two of this semester I was asked by my lecturer what critical thinking was, but I was unable to give a clear answer. Though I had some rough ideas about the term critical thinking, but I was not sure and not specific. At that time, I was thinking about what the correct answer would be and while I was thinking I became more confused. Then my teacher asked the question to other students but most of the students were unable to answer the question clearly too. After that, my lecturer explained what critical thinking was, how to think critically, factors that influence it and what skills are needed for thinking critically. It was from that moment I began to understand the logic between ideas, and I began to try to think differently, independently, rationally and clearly. After studying critical thinking topics for a semester and the skills I have gained in class and through practice and reading I can now express my views and thoughts more independently, more clearly and more confidently. As a university student it is essential to learn and obtain these skills and use them throughout student life.

The simple meaning of critical thinking is the ability to think independently, clearly, differently and analysing available information to make a judgement (Skills You Need, n.d.). It is a broad and very rich concept and has been developing for many years. People who have critical thinking skills are be able to understand the connection between ideas, analyse the situation and can solve problems systematically. They can easily identify similarities, differences, errors in information and put their views in a clear and constructive way. It is a special skill and for many students, a lot of time, practice and effort is required to learn this skill. Critical thinking is not only criticising any idea or topic. The most important thing about obtaining this skill is that you can question information, ideas and information when needed. At university, all students need to apply this skill to their studies. As learners all university students have to think critically about the learning materials, information and resources to work independently (The Foundation for Critical Thinking, 2019). There are many factors that can influence the ability of critical thinking. These factors are observation, analysis, interpretation, reflection, evaluation, problem solving and decision making etc. Also, people’s ability to think critically can be affected when affected by personal emotion, anger, pain, grief or joy. But the important thing is many people can prevent it and improve their critical thinking ability significantly by developing some routine activities and applying them to all problems that present themselves. All student need to understand the theory of critical thinking and must persist to become used to using these skills.

[bookmark: _Toc60606218]Time Management
Time management is the process of organizing and planning how to divide time between specific activities (Skills You Need, n.d.). It is a way to make sure you complete work smoothly and effectively, so that the right time is allocated to the right activity. Time management includes effective planning, setting goals and objectives, setting deadlines, delegation and responsibilities, prioritizing activities, managing stress and to increase work output. Being well organised and active is one of the best ways to complete daily task on time. Well organised means always planning ahead, staying in control, maintaining an up-to-date calendar, and being able to find or locate all important documents on time when needed. Setting goals and objectives is another key skill of time management. Setting goals and objectives for the short and long term can help lead a successful career. Prioritizing work is a good time management skill. People need to learn how to prioritize work and need to identify the work according to the urgency. It is important to be absolutely sure what comes first and what task needs to be completed first. Also, there is no need to do everything on your own. Roles and responsibilities should be divided and delegated to others according to their interest and specialization to ensure everyone completes tasks within the deadline. Planning things ahead is one of the fundamental parts of time management. It is one of the best ways to present yourself on time in a meeting or in the class. Effective and clear communication skills make plans and objectives clear and build good relationship with other. Managing stress well is essential for mental health. Looking after yourself, building emotional strength can help to improve mental health.

In June 2020 when I decided to start this course my wife asked me how I would manage my time between work and study. For an instant I became silent and was thinking how to manage my time and how to handle the extra pressure. But I was determined and confident to take on the challenge and did not want to destroy the opportunity. So, I made up my mind and started the course. At the beginning it was really difficult, I was struggling to do things on time. I was unable to prioritize my work what to do first and how to divide my time with my family, my work and with my study. After that I gradually adopted time management skills. I can now manage my time well, and am able to continue my studies, work and do everyday tasks as well. 

[bookmark: _Toc60606219]CV Writing
A CV is a major opportunity to impress and sell yourself to employers. A CV is a personal marketing document which includes an individual’s unique key skills, character, experience and achievements. CV is short for Curriculum Vitae, which is a Latin phrase that means ‘the course of life’. It contains an individual’s academic and professional history, abilities and achievements. It is usually required when applying for jobs (The Open University, n.d.). Writing an impressive and good CV is the first step towards landing in the job market. It creates the valuable first impression and opens the door of opportunities. A CV or resume is the first thing an employer sees from a potential employee. An effective CV is a valuable document that speaks about a candidate when and where the candidate is not present. It acts as an evidence that clearly support career goals. Though the structure of the CV is flexible, there are some particular pieces of information every employer want to see on the CV. The most important information that needs to be include in a CV are name, professional title and contact details, personal profile, full details of experience and employment history, full details of education and qualifications, hobbies and interest and all key skills. The first part of the CV should contain name, professional title and full contact detail including telephone number and email address. Then should come the personal profile. It is known as personal statement, career objective or professional profile. It is one of the most important parts of the CV. This part should be positioned just underneath the name and contact details, a short and effective paragraph of describing yourself like who are you, what are the objectives, what can you offer the company and finally what are your career goals. It is important to change the profile when applying for different job as specific job needed specific qualities. After that CVs often include experience and employment history. This section needs to contain all previous jobs, internships and work experience. It is important to list the most recent job first because the recent jobs are the most applicable to the employer. It is essential to list and provide detailed information of job title, dates worked and a few sentences about job roles. It is good to include some key duties and responsibilities and goals that achieved in the previous jobs. Adding all this key information will make the CV more attractive. The next section should be provided with details of education and qualifications. Again, it is important to write the most recent one first. It needs to include the qualification, grade, the name of the educational institutions and year. After that there should be an additional section for other key skills and hobbies and interests. If the CV is a functional one and needs to provide some key abilities and skills, then it is a good idea to include some information just below the profile section. Also, it is important to write about hobbies and interest at the end section of the CV. Finally, a CV need to be short and no more than two pages. A mistake free CV is essential to prove professionalism. It is often worth asking a friend or college to check before final submission. (CV-Library, 2020)

In this first changing world and in the current economic climate employers look for skills beyond the degree. Creating an impressive CV is the first step towards landing in the competitive job market. Though I had some idea about CV writing but clearly it was not enough to compete in the challenging job market. After studying this Module, I became much more confident and much more prepared.

[bookmark: _Toc60606220]Cover Letter
A cover letter is a document sent with a CV to provide additional information when applying for a job. It contains personal introduction and information that helps to sell the application. A cover letter is an essential document that gives the opportunity to express candidate to an employer. It can be done by highlighting the different abilities, skills and experience with the relevant job. A cover should support and complement the CV, not be a duplicate of the CV. It is really important that all job applications include a cover letter unless the employers advise differently. The objective of the cover letter is to introduce the CV to the Human Resource manager or the recruiter, to land an interview and increase the chances of getting the dream job. A cover letter should always be addressed directly to the person who will be reading it. Generally, all advertised positions include a contact name and address but if in case not then it is a good idea to search the company’s website or the hiring agency or call organisations directly to ask for the details. If an applicant is unable to find a name, then cover letters can begin with the “Dear Sir or Madam or Dear Hiring Manager” etc. This should only be used when there is no way to find any named contact and finishes with “yours faithfully”. However, if the letter addressed with a name then it should sign off “yours sincerely”. It is a good idea to keep the letter short, effective and have enough information to support the relevant job. A cover letter can consist of three or four paragraphs. The first paragraph should include reason for writing this letter, where the candidate saw the opportunity and when they are available to start. Then the second paragraph explains why the applicant interested in this job, what attracted them to work in the company and what the applicant can offer the company. In the third paragraph, it is normal to mention specific qualifications and experience desired in the job listing and to explain how the applicant can meet those requirements. In the closing section of the cover letter, it is important to restate how the skills and experience makes the applicant a strong fit for the position. Also, it is important to mention that the applicant would like the opportunity to interview or discuss employment opportunities.

The content I have explored during this module have helped me develop my employability skills and have had a positive impact on both my academic and professional life. 
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