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Week 5 

This week's session on CV and cover letter writing increased my understanding of how employers assess applications and how important it is to tailor documents to specific roles. Before this session, I viewed my CV mainly as a record of my qualifications and work experience. However, I now recognise that it is a marketing tool that should clearly demonstrate my skills, achievements, and suitability for a position (Armstrong and Taylor, 2020).
Reflecting on my own CV, I realised that although I have extensive experience in customer service and hospitality, I could present my achievements more effectively by using specific examples and measurable outcomes. For example, my promotions and employee recognition awards demonstrate commitment and strong performance, but I need to highlight these accomplishments more clearly. The session also reinforced the importance of tailoring applications to the employer's requirements rather than using a generic CV and cover letter (Armstrong and Taylor, 2020).
This activity has improved my awareness of recruitment processes and Applicant Tracking Systems (ATS), which are increasingly used to screen applications before they reach employers. Employers place significant value on transferable skills such as communication, teamwork, adaptability, and problem-solving, making it important to demonstrate these attributes throughout an application (UK Commission for Employment and Skills, 2014). As a result, I intend to continue developing my CV by focusing on relevant skills, achievements, and keywords that match job requirements. These improvements will strengthen my employability and support my long-term aspiration of owning and managing a successful family business.
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