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Introduction:

An academic reflective report could be best explained as a form of writing where the author describes his or her academic experiences and knowledge gained during academic term or year. In another word, the reflective report is a written form of information which outlines an individual student’s own critical reflection on the topic. Academic report writing requires more traditional approach, which is more formal however reflective writing requires first person accounts.

“Reflective writing allows learners to go through a mental process of critically thinking about their own skills and practice, analysing and learning via experiences as well as solving problems which finally leads to their improvement and development that are essential in aiding learners to adapt to new situations which contribute towards life-long learning in today’s fast-changing world” (Schon, 1983; Asiah & Siti Zaidah, 2017; McGuire, Lay & Peters, 2009). According to the research I have done, to write a good reflective report, an individual need to be critical, be thorough, analysing what went well and what didn’t, suggesting future improvements if needed. 


Background:

During first and second term, I have thoroughly enjoyed this module (Academic and Employability Skills). It has helped me to develop my knowledge and understanding on different areas of this module. In term one, the module focused more on academic skills, we were taught how to do SWOT analysis, Time Management, Personal Development Plan, Referencing, Academic Writing. In term two focused more on employability skills, where we learned how to write a professional Curriculum Vitae (CV), Cover Letter, Reflective Writing and explained Models of Reflection, also taught how to be good at Analytical and Critical Thinking, Public Speech and Presentation. This module helped me to look deeper into the specific areas which I could relate to my work experience and the ones which I did not have higher confidence.

First semester, I have improved my academic writing skills, writing essays and reports; which focused mostly on the structure, paraphrasing and Harvard style referencing. In the beginning it was difficult however, the teacher made it easy and explained it step by step. The part which I enjoyed the most, were SWOT analysis, Time Management and Personal Development Plan; as I have done them before in my workplace and it has also helped me to widen my ideas and could implement all that I have learnt and put more emphasis on the area which I have opportunities. 

In second semester, the whole module focused more on developing employability skills. The lecturer emphasised on developing professional CV and Cover Letter, Public Speaking and Presentation. The main aim of this module to understand and utilise the skills we have learnt to improve academically to perform better at other modules and mastering the employability skills to develop and achieve goals at workplace.

I will be analysing in more details about five topics how second term helped me to build my academic and employability skills and knowledge I have gained while learning through individual area this module has to offer. 

Curriculum Vitae:

Curriculum Vitae (CV) is derived from Latin, which means “course of life” (indeed.com, 2020).  It is a precise form of document which contains an individual’s personal details, academic and work history. It can also include, individual’s achievements, experiences, any other relevant qualifications which is required by the job they are applying.

CV is mandatory for most job applications, I have always used a CV for job applications for past ten years, until I came across in the second term how to prepare and deliver a professional standard CV. Lecturer taught us step by step guide on how to prepare and write an excellent CV. I have realised that the CV which I have been using was not to the professional standard. It consists of lot of personal information and detailed job experiences. After getting detailed feedback from the lecturer helped me to update my CV according to the professional standard. The lecturer suggested few different formats, other tools to develop our CV to ensure it gets the best attention.

I have also taken help from indeed.com, (2020) and caterer.com, (2019) to improve my cv to get up to date details what a future employer would like from their employees. According to caterer.com, most CVs have grammar errors, unnecessary information and not having the correct qualifications; a potential employer would look all drawbacks before they would shortlist a candidate. It is important that the CV must contain these information, personal information, education and qualifications, work experience, additional responsibilities and activities, hobbies and interests, references (Morgan, 2017). The author also suggested that the CV is directed at the potential employer, who would be looking at all the details of the candidate and offer them a job or work experience.


Cover Letter:
 
A Cover Letter is a formal document submitted with CV when making any job applications. CV consists of overview of the skills and experiences, on the other hand Cover Letter is a written in a tailored form which highlights the key areas and skills which the individual would make the right fit for the job role (reed.co.uk, 2018). According to Morgan (2017), “A cover letter is a professional business letter which provides an employer with an introduction to an accompanying CV.”

I found the lessons very useful and helpful, as I realised comparing my previous cover letter with the lecturer examples. I am an individual who understand better when given examples, the lecturer explained through their slides and additionally also provided examples. Even we have done in class exercises, that gave me the confidence boost to improve the writing style of the Cover Letter. It was not just limited to the explanation, exercises, feedback sessions but also provide with necessary tools to correct our mistakes and get ready for our own development.

The mistakes which was identified by the teacher that, it was not precise and was too long, also I always used ‘sincerely’ at the end even though I never knew the person. Lecturer provided detailed feedback and asked me to correct it and explained if I did not know the person it should be replaced with ‘faithfully’. This is a common mistake most individuals would make. As the lecturer explained, Cover Letters should contain, personal information, address the person by name or sir or madam if the name not known, first paragraph - brief introduction, second paragraph - sell yourself (work experiences and academic qualifications), third paragraph -  explaining what you could do for the company (need to do research on the company and how you would fit in to that company), final paragraph – conclusion, at the end should be addressed as yours faithfully if the person’s name not know and use sincerely if known.


Public Speech and Presentation:

Public Speech and Presentation is given in front of live audiences, the speech can vary and cover different topics. The main aim of the speech is to either educate, entertain or influence or motivate others (Spencer, 2018).

This is one of the most important topics which helped me to develop my skills on public speaking and presentation. Second semester, we were required to do presentations for two modules. It was one of my weaknesses that I do not feel very confident speaking in front of the public. I was scared as I did not know what to expect and get nervous speaking in front of others. This particular topic definitely helped me to control my emotions and made me self-confident on presenting the presentation in front of the class. Due to Covid 19, the whole university moved on to deliver the course online and had required us to do the presentation online. The lecturer went step by step, explaining the procedures on how to speak, gestures, body language, speech, presentation slides, control over time. This was completely new to me, not having done in the past there was mixed emotions and fear. Explanation of this topic helped me to overcome most of the fear and emotions on the topic. In class exercises, feedback and constant practise helped me to reach the stage where I would see myself. 

“The capability to communicate competently is essential for personal contentment, academic achievement, and professional career success” (Morreale and Pearson, 2008). According to Morreale et.al. (2007) there are three pillars to public speaking, knowledge, motivation and skills. The steps should be followed while doing Public Speech and Presentations are preparation, handouts (if required), opening, speaking, body language, questions, length, behaviour and conclusion. 

Models of Reflection:
The model of reflection is a format that uses guided process for personal and situational analysis and improvement. The definition of reflection are as follows by a famous scholar and University of Cambridge professor, Vermunt (1992) “Reflection is a metacognitive skill, in which the person gains new insights and knowledge about him- or herself on the basis of an experience. By analysing the situation and thinking about the knowledge that was used, the feelings it brought forth, and your behaviour, you can create new knowledge to be used in another, similar situation.” The main purpose of reflection in education is to improve reflective thinking and practice (Arends, 2007).
The key aspect of professional development is reflecting upon your own actions and experiences. Lifelong learning has become a necessity these days, as it is required by the task individuals carrying out or required by the job role or additional responsibilities.

There are many different models of reflections. The most popular ones are Graham Gibbs (1988), Donald Schön (1991), David Kolb (1984), Atkins and Murphy (1993), Gary Rolfe et. al. (2001), John Driscoll (1994), Brookfield model (2005), Jack Mezirow (1981), etc. I will be discussing five major models which are widely used for reflective writing in education. 

Gibbs (1988) reflective learning cycle consists of six stages; description, feelings, evaluation, analysis, conclusion and action plan. 

Kolb’s (1984) learning theory outlines concrete experience, reflective observation, abstract conceptualisation and active experimentation

Schön (1991) theory explains reflection in action (at the time event is happening) and reflection on action (after the event).
Driscoll (1994) focuses on three stem questions, what, so what and now what. Matching these questions to the learning cycle and adding these questions accordingly which can be used to learning experience and reflect on any learning.
Atkins and Murphy (1993) theory outlines awareness, describe the situation, analyse feelings and knowledge, evaluate the relevance of knowledge, identify and learning. 
All the models are useful, they could be used for different reflective writing style. One method could be more beneficial than other. According to me, Gibbs model of reflection is more beneficial. It goes through six distinctive stages and makes fully aware of the stages as you experience a particular event. This is one of the widely used models educational institution.

Reflection:

It has been challenging while writing this report, as I have always written more formal or traditional reports and essays. I did face some difficulties in the beginning, the lecturer explained with step by step guide. In class activities and constant constructive feedback helped me to focus on the key points. I have always enjoyed more working with challenges, focusing on opportunities and difficult task and most importantly working hard, as it will always lead to success. According to Sinek (2017), “Working hard for something we don’t care about is called stress; working hard for something we love is called passion.”

Core part of the module which taught me how to write a better CV and Cover Letter. I have managed to put back all the idea together and improved my writing skills. I was not the best at Public Speech and Presentation, always had the fear and strong emotions when presenting myself in front of the public. The lecturer supported us throughout, constant practising and hard work helped us to perform on our presentation. Constant support from the lecture eased off my fear and nervous, managed to control my emotions. This module as a whole taught and developed both my academic and employability skills. 

Conclusion:

Overall, I have enjoyed and have pleasant experience both the semester. It was online lessons; however, it was still easy to communicate with the lecturer and even was able to ask for feedbacks and help whenever we needed. The lecturers were very helpful in delivering lessons and further support were provided when needed. I never felt much difference with online lessons, as help was just a click away. We had VLE for study support, and other tools to provide support. 
This module particularly developed my academic and employability skills, and also helped me to perform better at other modules. Some of the topics which covers in this module is beneficial for us, as the skills are transferrable to other modules. These skills are not limited only to educational purposes but also needed throughout life, applying for jobs, managing time, own development, public speaking and presentation, etc. The main aim is to complete the degree, successfully studying and developing the skills would lead me one step closer to my final achievement. According to Sinek (2017), “Achievement happens when we pursue and attain what we want. Success comes when we are in clear pursuit of why we want it.”
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Task 1 - Cover Letter

14/07/20

Hiring Manager Name
Company name
Address

Email address
Dear Sir/Madam,

| am writing to apply for the Restaurant Manager position at XYZ restaurant. | have more than 10 years
of experience in managerial roles in the restaurant industry. My professional expertise aligns perfectly
with the goals of this position in your already very popular establishment.

In my role as a Restaurant Manager for ABC restaurant, | proved to be an efficient, enthusiastic, and
strong leader. My value was demonstrated after training the entire opening staff in preparation for the
restaurant’s grand opening. Not only did we meet our sales goal each month for the first year, the
downpayment for the property was paid in the first six months. ABC restaurant h
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XYZ restaurant would benefit my skills in the following areas.
- A keen eye for excellence and high level of standards

- Strong work ethic and leadership skills

- A positive attitude even under pressure

- Attention to detail to achieve thoroughness and accuracy

| believe that XYZ restaurant will be a great success for many years to come. My extensive expertise
would be a valuable asset at this early planning stage. Along with offering my professional advice
during this crucial process. It would be a great opportunity for me to get a perfect feel for the quality
and expectations of this establishment.

It would be a privilege to discuss your Restaurant Manager position in more detail. Thank you for your
time, and | am looking forward to hearing from you.

Yours Faithfully,

Yawar Hossain

VERY WELL WRITTEN!!! [SH]
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The module as a whole has enabled me to look further into specific areas which
are of interest to me & those | did not have high confidence in delivering within
the classroom. Working with others during the inputs has enabled me to further
develop my communication skills as well as skills such as listening. Furthermore,
working with others on some of the tasks has made the experience more
enjoyable. The motivation & encouragement we provided to each other was
invaluable. | feel | have learnt a lot from them as professionals, sharing ideas and
thoughts about many different issues — seeing different perspectives and
encouraging me to develop my own thinking.

In term one, | have improved my academic writing skills, writing essays and
reports; which focused mostly on the structure, paraphrasing and harvard style
referencing. In the beginning it was difficult however, the teacher made it easy
and explained it step by step. The part which | enjoyed the most, were SWOT
analysis, Time Management and Personal Development Plan; as | have done
them before in my workplace and | could relate my personal and work
experience in academic writing.

| have to admit that completing this essay has been quite a challenge and | have
taken a lot of time & eThroughout this first and second semester, | have enjoyed
the Academic and Employability Skills (ACE) module. It has been good to develop
my knowledge & understanding in each of the different areas within ACE and
also with some aspects relating to my ongoing assignment. it has enabled me to
make connections and hopefully deepen my discussions later.

ffort to make it the best it could be! | do feel a sense of pride & achievement
after completing this module & portfolio as | believe | have taken myself out of
my comfort zone many a times to complete tasks in the lectures and also in this
assignment.
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In term two, we focused on reflective report writing, professional cover letter
and curriculum vitae (CV). | have personally enjoyed doing professional standard
cover letter and CV, as | have done it in the past. | always find it interesting when
academic and employability skills overlaps. | have wrote essays and report
before, however reflective writing is another key writing academic skills which |
need to develop. | have been taught in the past few lectures and done some
research on my own which helped me to understand and the approach I have to
take to write reflective report. Current Covid 19 situation also has an impact on
our learning day in day out. Middle of the first semester the University chose to
deliver all the lessons online. There are both advantages and disadvantages of
virtual learning environment (VLE). | personally think it weighs more advantages
than disadvantages.

Overall | have enjoyed and have pleasant experience both the semester. It was
VLE, however it was still easy to communicate with the lecturer and even was
able to ask for feedbacks and help when ever we needed. The lecturers were
very helpful in delivering lessons and further support when we needed.
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Task 3 - Reflective Writing Report

Tuesday, 21 July 2020 09:52

A reflective report is a piece of writing that summarises an individual’s critical reflection on a particle
subject. Traditional academic writing discourages first person accounts, however reflective writing
requires an individual’s own views of the subject matter and critically analysing them.

It was taught in earlier weeks, and as | could relate myself that reflective writing requires self
discipline, own actions, progress and to demonstrate the ability to join my own personal experience
with theoretical knowledge.

According to the research | have done, to write a good reflective report, an individual need to be
critical, be thorough, analysing what went well and what didn’t, suggesting future improvements if
needed.

Lecturer taught us about Gibbs reflection cycle and Kolb’s reflective cycle. The both are great examples

for reflective writing.

Gibbs reflection explains six steps of reflective cycle. They are as follows:
* Description
* Feelings
* Evaluation
* Analysis
* Conclusion
* Action plan
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Task 4 — Interview Questions

Tuesday, August 4, 2020 9:26 AM

Answer to question no. 2

Problem solving could be best defined as the process of finding solution to a complex issue. Problem
solving is a set of skill that you develop over time and it is needed throughout your life, either at work
place or home.

Here are seven-steps for an effective problem-solving process.
1. Identify the issues.

Understand everyone's interests.

List the possible solutions (options)

Evaluate the options.

Select an option or options.

Document the agreement(s).

Agree on contingencies, monitoring, and evaluation.
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