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[bookmark: _Toc46913088]Introduction
Academic and employability skills are essential for an individual that helps in improving both personal as well as professional growth. Writing reflection about my own experience about the modules that we have learned in the class is not difficult, rather it reminds me of the learning sessions that have enriched me and my knowledge about various aspects. In this report, I will present five of the topics that I have come across during my classes and their experience. 
[bookmark: _Toc46913089]CV Writing
Writing a curriculum vitae commonly known as CV is considered necessary as this basically helps people to showcase their abilities and efficiencies in the best way possible to get them a job. As I am doing a degree and therefore I am expecting me to get a good job, so, it was important for me also to know about writing a CV in a proper manner. During my class on this subject, I developed a clear idea about the format of a good CV writing. Before the discussion on this topic in the class, I used to think that writing a CV is easy, and it needs only a description of my qualifications. But in class, I, along with other students came to know that it is not only the description of educational qualities only but a mirror of self- image so that a recruiter can get a good idea about a candidate. A good CV is the summary of education, skills and experience that helps to sell my abilities to the employers of my choice (Craven, 2016). 
I came to know that a CV includes the main points of education and experience and focuses on the relevant information only. A perfect CV has information on contact details, personal profile, education, work experience, skills and achievements, personal interests and reference if any (Elliott, 2018).I loved the class where the details of CV writing were given as it enriched me and helped a lot for creating a good CV of my own after many failed attempts. After I completely understood the subject only, I was able to write my own CV showing my qualities and capabilities in the best possible way. The session was interesting, inspiring and useful as this enabled me to make the first step towards starting my professional career. In this session, I liked that our confusions were taken into consideration and cleared so that we all can write our own CV without making a mistake, and the teachers encouraged us to make more improvement. The information made the session more enjoyable, and I am very impressed by this.
[bookmark: _Toc46913090]Writing a cover letter
In another session, I came to know about the cover letter. A cover letter is a one - page document which is submitted along with the CV. We were taught that with a cover letter, I can introduce myself to the employer and can give a brief summary of my personal and professional background. Like the CV, a good cover letter also has a format to be followed, which we learnt in the session. Before the session, I knew nothing about writing a cover letter, in-fact the term came as a new for me. But the session created a sense of interest and certainly was very informative. I came to know that writing a good cover letter attracts the attention of the employer and makes him interested to see the full CV (Hirata, 2019). I personally felt that though the cover letter is a supplement to the CV but writing it is pretty tough. The session informed me that a cover letter needs a header, greeting to the hiring manager, an opening paragraph followed by a couple of other informative brief paragraphs and a formal closing (Pelczarski, 2019). 
The learning session became more interesting when we came to know that we can use a good template for writing a cover letter, and so we all were searching for our own cover letter template. The session was informative, so I paid attention to it and understood the format and how to write it in an attractive way. In this useful session, I also understood the formal tone of writing that can help me to create my impression in a professional way. It is useful because it is necessary for the professional atmosphere to act in a particular manner to retain the corporate legacy and maintain it for good only. Till now, I knew about the colloquial way of speaking and writing, which changed after these sessions. I expect that the knowledge will help me to make my CV stronger and fetch me a good position.
[bookmark: _Toc46913091]Reflective Writing
Among the various sessions that I have attended, the session of reflective writing is worth mentioning. At first, I thought that we all could write in our own words so there would be no new information in this session. Also, I was doubtful about the application of reflective writing in professional use. But the session informed me that there are many uses of reflective writing in personal and professional purpose. Through reflective writing, a writer expresses about his/her own experiences showing the changes that have developed within the person (Samanianand Roohani, 2018). Our module guide encourages us during the session to explore our own ideas and express our opinions rather than summarizing other ideas. This aspect made the sessions more interesting and easier to follow. I feel that writing reflective accounts have helped me to clear my analytical skills as this has helped me to express what I feel and the reason behind my feelings. The sessions were truly interesting and encouraging as it helped to evaluate my own knowledge and skills. I also realized that the writing style changes based on the audience of the writing. I have understood the topic, its impact and its use and I liked it due to the usefulness of it.
[bookmark: _Toc46913092]Presentation
The most enjoying session that I had during the module was the PowerPoint presentation making class. We all have to make various presentations during the degree course and in professional life, also making a good presentation is important. Before the classes also, I was immensely interested to know about the presentation making using the PowerPoint. There are so many options that the program has, which can help a person to look at the presentation better, but I did not know about all the uses of them. The session not only helped me to learn all of the functions of the various options but also helped me to improve my public speaking. It is obvious that a person needs to describe the presentation while it is being presented on the projector. Therefore, it is important that the speaker choose correct words and related the presentation slides accordingly with the speech (Marinhoet al., 2017). The tutor also informed that the speaker should also be confident and knowledgeable about the presentation. 
Making a good PowerPoint presentation was not very easy as it was expected as it requires a lot of attention and knowledge about the computer program (CosgunÖgeyik, 2017). But I found it very interesting and it is not boring at all. The tutor made us understand that a good presentation is actually the combination of a good visual experience along with its excellent description, which goes at the same time. For being a good presenter; thus, I need to make both the skills stronger my maximizing the effects. I know that in professional life, nowadays, the use of such tools has been increased as these saves time a lot, and thus I want to make it seamless from my end. I understood the various things that the tutor taught us and enjoyed them very much as the sessions were very informative. I liked the different PowerPoint designs, which make it interesting to work on a different canvas and let me present my work in different colours and pattern. I also liked that our tutor was patient regarding our various questions and answered them all and encouraged us to make various presentations. This has helped me to increase my confidence regarding public speaking while increasing my knowledge in presentation making.
[bookmark: _Toc46913093]Referencing review
Searching and mentioning references for any information is very much important to make one statement or claim stronger. We had a session on this subject also, and I found that it was very much necessary as previously I was completely unaware of this. Before I came across this session, it was a common practice for me and most of us that while writing on any topic we used search engines and used to copy-paste some relative information or paraphrase them in our own words. I thought that there is no harm in it. But this session informed me that it is a punishable offence, and one should not do it (Trevethanand Betta, 2017). To make a piece of information authentic, we need to put the original reference of that information acknowledging the author. I came to know that in-text referencing is done within the main body, which shows only the author's mane and publishing year while the full description of the book/article is given in the bibliography section. There are various styles of referencing such as Harvard, APA, MLA, Vancouver etc. which are maintained throughout a document (Rahman, 2016). The sessions were very informative, and I liked it as this information is to be used in my next write up. The various referencing styles and their difference were fascinating to know and are very much useful for obeying the instruction of an assignment. I have identified that there are minute differences which need special attention to identify it, and this made the session interesting, useful and inspiring. Such as the year of publication in Harvard referencing style is written without parentheses, but in APA style it is presented within parentheses. I have understood the topic and its importance and will use the same to make my statement more authentic.
My personal learning regarding academic and employability skills using reflective writing could be best expressed with the help of established reflective cycle model framework as follows:
[bookmark: _Toc46913094]Gibbs reflective cycle 
Gibbs model says that learning by doing condition could be best expressed by six stages which are description, feelings, evaluation, analysis, conclusion and actions (Gibbs, 1988). As suggested by the model, in the description stage, I was going through the experience of the classes and learning a new thing in each class. The knowledge I was gathering was excellent and it was increasing my potential as a future candidate in any company. The feelings that I had during that time was inspiring, enthusiastic and encouraging. I felt positive as I knew that the information that I was learning and practising is going to positively affect my career up to a great extent. I was happy about that. After every class, it was the time for evaluation as there were some tasks given by the tutors to improve our skills. During this time, I was recapitulating the class in mind and identified the good experience as well as the problems that I faced by solved by the tutor. This helped me to clarify my own thoughts. This also helped me to make analysis so that I can think about the alternatives in my own way. I used to search for better options for doing a task and easier methods so that I can make impressive results in less time. The whole experience so far helped me to come to a conclusion that apart from the learned lessons, I can also try my own ideas in a proper way to make things in favour of me and for good reasons only. Things that I have learned are definitely helpful, so based on that next, I made my action plan to carry out a task and face any obstacle that may come across. My knowledge will now help me to find a solution of any problem that I may face.
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Gibbs reflective cycle
(Source: Gibbs, 1988)
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Kolb reflective cycle 
I can relate my experience with Kolb reflective cycle, which has four steps to follow, namely, concentrate experience, reflective observation, abstract conceptualization and active experimentation (Kolb, 1984). In the first step, I experience d the classes practically and gather knowledge from it. I asked my tutors about any doubts and cleared that for better result. The new things that I have learned have improved my skills through repeated practice. I made a note of the specific situations so that it can help me in future. In the second step, I made a self- analysis that which things were easy and difficult to me so that I can focus on them and make them better with more practice. In the third step, I focused on making more improvements by thinking about alternative methods to make my mark in a different way. For that, I talked with my teachers and co-students, searched the literature to find a better method of doing things. After gathering all the knowledge, I arrived at the last step of the model and practised the newly acquired theoretical model. I put my strategies on work to make my own experience with them.
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Figure 2: Kolb's reflective cycle
(Source: Kolb, 1984)
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Conclusion
In conclusion, it could be said that all the topics that I have covered in my class lectures are very important regarding my personal and professional knowledge and skill improvement. I have increased my understanding, and with the help of the reflective model framework, it was easier for me to identify the different stages of my learning. The overall effect of these topics is impressive on my personal growth and progress, and I look forward to this newfound knowledge to make a remarkable difference in my career.
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