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Introduction
[image: Introductions Images, Stock Photos & Vectors | Shutterstock]
According to Victor Yocco (2018) reflection is the best way to know yourself, analyse the information you acquire during the process of learning, on personal and professional level.
All the experiences lived in the past, feelings, the knowledge are the starting point for the reflection process. The models of reflection like Gibb’s ‘Reflective Cycle’ (1988) , Kolb’s ‘Experiential Learning Cycle’ (1984) or Driscoll’s Model (1994) are some of the models used in order to make the most from this experience. (Rouse, n.d.)
[image: ]In this assessment I decided to use Kolb’s reflection cycle and write about CV writing, Cover letter writing, Public Speaking and Giving presentations and Academic Writing, and the reason behind my decision is that all these topics are important and can make the difference in my professional and student life.
According to Dr Nicole Brown this model has four stages, is starting with the personal experience which is analysed in the next stages and the outcome of this analyse has to be an action plan.
CV Writing
[image: https://s30876.pcdn.co/wp-content/uploads/Writing-A-CV-1170x630.jpg]
According to National Careers Service a CV is the brief of all your aptitudes, work experience and qualifications. 
I had the opportunities to apply for few jobs before and of course I had to hand over my CV to the employers. I was aware that the CV has include my personal details, my work experience, hobbies and interests and I considered that I did a good job, what else can I do. I know myself, my capabilities, this should be enough. All they need to do is to call me and they will understand what kind of a person I am. An arrogant attitude, I would say now, after learning so many things about employability.
The question is what the CV writing lesson from this module changed for me? Did it bring anything new?
The answer is: yes. I didn’t know that the employers put so much accent on the employability skills, that I have to write down every single one of them, without repeating myself and in a short way.
Also, I found out that a research of the company, trying to understand what they want to see in me, will bring me more chances to get the job.
I learned that the aspect of the CV, the page structure, the length of the CV, using bullet proofs to emphasize the important aspect of my CV, all these tips are meant to get the employers attention.
So, after the CV writing class I definitely changed my CV. I removed the picture from my CV, I reduced a lot the information that I put in it, I emphasized my skills and my most important work experience and studies. I arrange them using a reverse chronological order. I can say that now I am wiser and if I will ever apply for a job, I will do it be more prepared for the interview. 

Cover letter

[image: How to Write a Compelling Cover Letter for a Job | Money]

 	What is a Cover Letter? According to National Careers Services (n.d.) it is a letter with no more than four paragraphs meant to present me to the employers. Is the first step I am taking towards a job role and as a first impression, it is very important.
I have learned about Cover Letter this semester, together with the CV writing. Both had a strong impact on everything I knew about a job application.
What was new for me? Almost everything. For instance, I don’t need to repeat in the Cover Letter what I put in the CV, I need to complete my CV by the help of Cover Letter.
I discovered that I have to do a research about the company, try to send it to the appropriate person. I have to use an introduction formula and also, the way I end the Cover letter differs from case to case. 
If I know the person to whom I address the Cover Letter I will use the name, if not my letter should star with: Dear Sir/Madame.
I was not aware that I have too thank in the end and ask polite for an interview. Also, the closing formula is different:,,yours sincerely’’ if you know the person and ,,yours faithfully’’ if you don’t know the person.
Am I wiser after getting all this information? Definitely, yes.
For sure, next time, my cover letter will be written in a proper way, I will pay attention on all those details that can confers me an advantage in front of other applicants.

Public Speaking and Giving Presentations

[image: What are the Benefits of Public Speaking?]
Public Speaking has a lot in common with giving presentation, as public speaking itself becomes a presentation that is kept in front of an audience. Public speaking is a soft skill and it is a valuable asset for any employer, people that master this skill can become successful leaders of an organization. (Doyle, 2019).
According to Glen Knight, giving presentation in front of business executives, teachers, large audience it is not an easy task, but it is a powerful weapon when you want to ,,conquer’’ a business environment or the academic world. Sometimes you might get paralysed by the fear of speaking in front of so many people, but fortunately, there are few tips that can help you overcome the difficulties and be successful after all.
University, especially this module, was the place were I learned about public speaking and giving presentation in an academic way.
I understood that tips like preparation, practice and performance are important. Either I have to speak in public, either I have to give a presentation I need to be confident. I have to be aware of my audience, be aware of the things that might go wrong, always prepare back-up for crisis situation.
I become aware, one more time, of the importance of communication skills: eye contact, gestures and body language, pace, voice projection, and responding to audience questions.
The presentation is not only about showing a number of slides to my public, I need to transmit the information in a pleasant and attractive way.
My current job is to speak and explain how our policy works to all our employees and this lesson helped me a lot. I become more confident, I understood that I am the subject and that a smile can transmit so much.


Academic Writing
 I left this topic at the end, but to be honest is the starting point in my student life adventure.
According to Skills You Need the academic writing is continuously evolving and the people which lead an academic life need to follow all the articles that appear in the media regarding this topic. Before, academic writing was more literalist, not so accessible and it had to come with lots of arguments. These days, because for many people involved in academic life, English is not their first language, academic writing become simpler ad clear, so everyone can understand.
I learned about this lesson at the beginning of the first semester and I realized that I need to change and improve so many aspects of my academic writing.
There were few key points that get my attention at that time:
I need to bring evidences for every statement I make, use techniques like paraphrasing and citation and very important to provide references.
Usually, the reports I have to write or presentation I need to give, they come with a structure that I have to follow. I need to start with an abstract, I might have to describe the methods I used for my research and I always have to come with of a conclusion of my work.
I have to check if there is any particular style that I have to use for my reports, the person that I have to use when I am writing, respect the number of the words that are requested and very important, the referencing style.
So, the quality of my academic writing depends a lot of few aspect that I need to present in my reports:

· My writing has to be descriptive 
I need to keep it simple and stick to the reality, providing as many details I can. That is why my work, most of the time is structured as a report.


· My writing has to be analytical
I have to organise my writing following given facts and organise the information in specific chapters, groups and categories.
· My writing has to be persuasive
Not only the analytical style is important in academic writing, I need also to persuade my readers, so on top of all the information presented in an organised and scientific structure, I need to let them know my opinion on the subject.
This implies a lot of research work on my behalf, follow other writings that refers to my topic, observe the way the authors gather their evidences, and if I feel that this might be helpful for my work, present their point of view as well, but keeping in mind that I have reference their work properly. Is my right to agree or to disagree with their ideas.
· My writing has to be critical
This was a completely new concept for me. I did not know that is so similar with the persuasive writing, ant the difference is that I need to come with more point of view, on top of mine, which is mandatory. 
Academic writing so far for myself always been a weak point, but with this course I learned how to write and use academic words. Especially that my job request to be professional and obviously for that I need to use academic words. 

.



Conclusion

As a conclusion, in this report, I presented 4 topics CV Writing, Cover letter, Public Speaking and Giving Presentations and Academic writing because all 4 topics at some point made me to be afraid of them.
Before starting the class my knowledge about all 4 topics was weak and unclear, but after the class my knowledge start to increase and I start to show more interest above all the topics that I mentioned. Reason for writing about those 4 topics is that definitely will help me now on my current job and in future. 
Each topic that I discussed mean something for me and from now I will know how to use them properly. Definitely after this class I understand and use much better than before the topics. All the topics I enjoyed them and like it. At some point I found it difficult the topic Public Speaking and Giving Presentations because was one of my fears and weak points, but now no more, now I feel more confident doing this.
I found it very interesting and useful the topic C.V and Cover letter because is one of the most looking things in our days when we are applying for a new job. 
As an example, I can use myself. When I applied for my current job I send only my C.V on that time I didn`t though that a Cover Letter can be important. Also on that time I wasn`t confident to speak about me in front of an employer. 
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