




STUDENT NAME: Mabel Tiwaah Ankomah 


STUDENT NUMBER: 1905514


MODULE TITLE: BMSW4001 _ACE_ FEB20 _TERM 2_A1-HSC GROUP 3 – Part 2


ASSIGNMENT TITLE: Task Two- Academic Report


MODULE LECTURER: Shao-Lan Yuen




















    TABEL OF CONTENTS

· Introduction
· Section 1: CV writing
· Section 2: Covering letters
· Section 3: Presentations
· Section 4: Conclusion	
· Section 5: References




                    




















INTRODUCTION
In this essay I am going to talk about my academic reflective report which includes CV writing, covering letters and Presentation skills using Kolb’s experiential learning cycle. I have learnt a lot of things on this Moodle and I want to use the Kolb’s reflective model to explain why I am now doing things differently at my workplace and my personal life.
 I am a health care assistant and a support worker in a mental home. I chose this course because the Modules offered in the course suggests to me that I can expand my knowledge and increase my skillset. Even though I am still contemplating on the exact profession to choose from the numerous job opportunities this course has exposed to me, I can confidently say that the two terms spent so far has gradually transformed me and enhanced my confidence. I also read a book entitled The Tribes by Seth Godin, he said “The market needs you and the tools are there, just waiting. All that’s missing is you, and your vision and your passion”. (Godin, 2014)
This quote sounds like an invitation from the employment market and I think I must be available to acquire the necessary skills to Join the market world.
The diagram below is an example of Kolb’s experiential learning cycle or reflective model which explains a learning process which begins with the learner’s personal experience (McLeod, 2017).
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(McLeod, 2017)

                        

I chose the Kolb’s model of reflection because David A. Kolb explained learning as “a process whereby knowledge is created through the transformation of experience” (Kolb,1984).
Therefore, this learning cycle is more applicable to my learning experience. How I envisaged certain things in the employment world has systematically changed through the process of my own experience which has been reviewed through the knowledge and experience I have acquired from this Moodle. How these happened will be narrated and carefully elaborated in this my academic reflective report.
 
                                    
SECTION 1: Curriculum vitae (CV)
 Before, I thought CV writing was difficult. I have remained in one organisation for a long period of time not because I like the job but the thought of writing a new cv puts me off. I ignored some opportunities due to how I envisaged how boring and difficult to write a new CV.I thought CV was only an account of whatever has happened in your employment life which I found it difficult to recollect. If even I managed to write one, I used to include irrelevant points like my personal life, hobbies and employment history which are not related to the job just to make it more detailed and longer. I could not write CV without using templates and sometimes some points are exaggerated in order to impress the recruiters.

Then when I learnt about CV at the lectures, my perception towards CV writing changed. I discovered that, CV writing is not necessarily talking about myself but to look out for the goals, and expectations of the employer which can always be found in the job description of the advertisement. Thus, CV Writing is not following a formality but must focus on how I can contribute to the organisation I intend to work, how to generate trust through the CV and the arrangement of the paragraphs to make it more attractive in order to catch the interest of whoever is supposed to read and select me among the lot for interview. My interest aroused when I paid attention to the Moodle slides and involved myself in the in- class group discussions and exercise. I have now reviewed and updated my CV which is now well organised. My CV now includes the specific skills the recruiters are looking for, the relevant achievements and my qualifications as stated in the job description.

In addition to what my lecturer taught me about writing good CV, I watched videos of good mentors. After reading his book “Start with why” (sinek, n.d.) I realised that successful organizations base their trust from the hiring process. It stated that the trick to build a tribe based on inspiration is to look beyond a CV. I found out that recruiters do not just employ skilled employers but rather look for people who believe in their ‘WHY’ (motivations, visions and beliefs of the organisation). Bearing these in mind and taking much inspiration from Simon Sinek’s great ideas, I now write a CV which can convince the employers that I share their values and beliefs and I am ready and capable to be part of their team. My outstanding achievements are highlighted like my contribution to a recent project and my weaknesses such as employment gaps must be stated tactfully and interesting.  Whatever I state in my CV now is the reality and the truth about me which suits the requirement of the job description.
                   
 SECTION 2: Covering letters
For covering letters, I thought it was easy until the lecturer started with some questions like: What is the difference between covering letter and CV?
What will you do differently?
What can you do to show the employer that they can trust you?
After asking many thought-provoking questions, I was then asked to write down what I wanted to achieve after the lectures. 

My experience with covering letters has always been repetition of my CV. I had not written one for a long time. When it was introduced in class I was disturbed because I did not even know where to start. My main problem was knowing the difference between the CV and covering letters.
I learnt new things which are helping me now in both my academic and my career path. 
I learned that CVs are always about my past, skills and experiences whereas covering letters talks about my future.
I learnt that there are certain things that discourage recruiters from reading our covering letters and so covering letter must be unique like talking differently about my profession in order to attract the employers to know more about me and portraying that I can make a difference in the company. For example, if I am a hairdresser, I could say I make people look good.
I thought one covering letter could be used for many job applications, but I was made to understand that it appears irrelevant in some situations. Covering letter is a promise about what you can do or the skills I am taking to the company. Assuring the organisation that I understand what is important to the employer is also important to me too. I am the right person they are looking for. To find out what the company needs is to research the mission statements which explains their values and visions.  To write a good covering letter the following steps must not be overlooked:
· The name of the person must be included in the salutation, example Dear Mr White, instead of dear Sir/ madam or ‘To whom it may concern’,
· Where the advert was found,
· Why I want the particular job and mention the role
· Why I want to work for this company
Employment history and list of qualifications must be placed at the end.
Conclude by asking the reader to refer to your CV and request to be considered for immediate interview.
I felt more confident after the lectures, I have no panics again and I am considering forwarding new applications. I now understand why my previous applications were not replied because my approach was wrong. I took part in the in-class assessment and it was an opportunity for me to reflect if I had understood the lesson. I realised that I needed more time than the one hour, upon reflection I remembered other points I did not include because of the tension of the limited time and the first-time experience. I am sure I can write better in a relaxed atmosphere.
Simon Sinek said, “There are only two ways to influence human behaviour: you can manipulate it, or you can inspire it”. I was encouraged with this statement and agree with him, I can confidently write a convincing covering letter now which can inspire the recruiters.

                                                
SECTION 3: PRESENTATION SKILLS/PUBLIC SPEAKING SKILLS
Before I thought presentation and public speaking were about what I want to achieve for myself. For example, to boost my confidence or for popularity. I also used to shiver and panic when it became necessary for me to give a public speech because my main focus was always on the audience and how to impress them. I have had the opportunity of speaking in public since childhood, but I used to do it with no guidelines. I received good feedback from my parents and audience and that gave me the urge to continue but I did it without any formal instructions.
At the beginning of the lectures there were questions on the main reasons why we make presentations. The responses we gave the lecturer were all centred on what the speaker wants to feel after the speech.  Then the lecturer explained that good presentations must be geared towards the welfare of the audience not about the presenter. Focusing on myself brings about anxiety and panics. And most of the class were amazed to hear that for the first time.
The purpose of giving presentation or what I have learned to give a good public speech is to convince, motivate, inspire or win the interest of the audience. It is focusing on how to help people do things differently, learn a skill after the speech or critically look at a problem by convincing them to change their perception and make good decisions or to inspire them.  Presentation is also needed for academic essays. I also learned that to give a successful and powerful presentation, the message must be clear, brief and repeated about three times in different attractive ways that will stick to the minds of the audience and fulfil their expectations. To catch the attention of the audience, my speech must be clear and interesting including warm tone of voice with relevant body language, neat appearance, and other communication skills must be applied to give a powerful presentation.
The power points must be well arranged in order to give an exciting presentation
A powerful presentation is to fulfil the expectations of the audience. (Mindtools.com, 2009)
 
An in -class presentation experiment was carried out; everyone was allowed to speak for three minutes. Initially, I was confused because the three minutes seemed too short for a speech. I then remembered the unforgettable points the lecturer taught me that it is not about me, but the audience ‘s expectations should be my focus. I also watched Seth Godin’s video on you tube “How to get your ideas to spread”. (Godin, 2003)
I was inspired the way he presented his speech and the confidence and the control he has when he delivers his ideas. The feedback I received from my lecturer and colleagues has encouraged me to move on with that presentation skills I have acquired.


CONCLUSION
In summary, I can confidently conclude that acquiring knowledge and skills is not a struggle but a passion which needs determination and commitment. With the help of efficient and committed lecturers I can now write my CV and covering letters with confidence. 
By using Kolb’s learning cycle, I have been able to give an account of this academic report from my own experience during the academic year. Reading my notes and accessing the Moodle before classes helped me to understand faster in class. Involving myself in class exercises helped me to reflect and know where to improve. I have realised that I need more time when writing a report. My communication skills also need to be improved in order to give presentation with fluency in the English language and write CVS and cover letters without grammatic errors. 
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