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Introduction
[bookmark: _GoBack]Reflection is a concept that emphasizes consciousness of a person’s knowledge, beliefs, and experience, and reflection writing refers to the analytical writing in which a writer explains an event, passing thought, memory, and interaction and adds a personal perception on its meaning. The main objective of reflective writing is to help an individual learn from a specific practical experience. For this report, the chosen reflective model is “Gibb’s Reflective Cycle” which is one of the most popular cyclical models of reflection that six steps including description, feelings, evaluation, analysis, conclusion, and action plan. The chosen topics are CV writing, cover letter writing, presentation skills, and time management. Firstly, the chosen topics have been described in the report. Then, the feelings about the chosen topics have been explained. The CV writing, cover letter writing, presentation skills, and model of reflection have also been evaluated and analysed in the report. At the least, an action plan has been also included in the report


Description
According to Morgan (2016),cv stands for curriculum vitae which refers to a document that is used when applying for a job that allows an individual to summarise his education, skills, and experience making able him to successfully sell his capabilities to potential employers. It provides a person chance to demonstrate to a prospective employer the best he has got. The ways of writing a cv have been discussed in the report.
A cover letter refers to a document that is sent alongside the curriculum vitae of an individual when applying for jobs.According to Afsaneh (2019), the cover letter act as a personal introduction of a person and helps to sell the application and play an essential role as it provides the chance to describe to an employer why he or she is the best candidate for the job.The ways of writing a cover letter have been discussed in the report.
According toBarroga (2019), presentation skills referto the skills that a person needs in providing effective and engaging presentations to a variety of audiences. Besides, the presentation skills cover different large areas like the structure of the presentation, design of the slides, tone of voice, body language, and so on. Different presentation skills and how they can be improved have been discussed in the report.
Time management refers to the method of managing and planning how to classify a person’s time between various activities. According toErtug(2018), time management skills helps a person prioritize his activities in order to ensure he has sufficient time available to finish every project and enhance his productivity. The importance of time and how it can be managed have been discussed in the report.






Feelings
According to Farokhzadian (2020), one of the major objectives of a cv is to summarise all the education, skills, and experience of a person in order to enable him to successfully sell his capabilities to potential employers. During the module, I have learned the importance of an appropriate and attractive cv and how it can be made properly. A person needs to show his capabilities to the prospective jobs. In the job market, the first impression of a person is very important and a well-structured and attractive cv makes the first impression work for the person. I have also learned that a cv speaks a great deal about a person as a professional.
According to Barroga (2019), The main purpose of a cover letter is to provide an employer a more detailed view of the accomplishment of a person that I have learned from the module. The cover letter is mainly as an introduction to the resume of a person, highlighting the skills and experience most suited to the position. Before attending the module, I didn’t know what is the main purpose of a cover letter. During this module, I have learned how to write a cover letter.
According toMaund (2017), one of the most important skills for a learner is the presentation skills that help to create innovative ideas when learners come up with interesting and creative slides to demonstrate their talk. The essential presentation skills are good body language, concentration on the audiences, enthusiasm, being personable which I have learned during the module. This module helps me to develop my presentation skills. Besides, my confidence level of mine has also enhanced with the help of this module.
According toMcGhee(2021), time plays an important role in our life and it needs to be managed properly. This model is beneficiary to me as it helps me to learn how to manage time properly and use time efficiently. Before I could not manage my time properly and had to face many challenges. Now I can accomplish my tasks in time with time management skills.



Evaluation
To know how to write a curriculum vitae is very important for a learner. Acurriculum vitae can be written in two ways either a chronological way or a skill-based or functional way.According to Szabó (2020), It is considered that the reverse-chronological order is the best way of writing a cv which is very easy in reading and skimming. As most of the individuals use the reverse-chronological order, hirer and recruiters are familiar with the format. The reverse-chronological format contains the history of employment starting with the most current and thengoing backgrounds that I have learned during this module. And, it also shows educational institutions, dates, career-oriented programs, and courses.
As a cover letter introduces a person personally, it needs to be well-structured and appropriate, A cover letter contains some parts including personal contact information, proper salutation, opening paragraph, middle paragraph, closing paragraph, and so on.According to Barroga (2019), For selling oneself in a cover letter, he or she needs to research the company, identify three ways how he or she fits the role, tell about the achievement, use numbers to sell him or herself, explain why he or she wants the job, mention referral and so on that, I have learned from the module.
A good presentation has some elements like a clear objective, useful to the audience, well-rehearsed, and so on.For developing personal and professional growth, a person needs to improve his or her presentation skills. According to Sainz(2019), The important presentation skills are good body language, concentration on the audiences, enthusiasm, and honesty and, being personable. During this module, I have learned that I have to maintain eye contact with my audience and obsess with my listener at the time giving a speech that would improve my quality of the presentation. When preparing for a presentation, a speaker needs to know about his audience, familiarize himself with the environment, outline the major points, and so on.
One of the important skills for a learner is time management skills. According to Tuomainen(2016), for improving one’s time management skills, a person needs to do the planning, prioritizing, analysing the urgent tasks, setting goals, auditing and improving the workflows, and setting thoughtful deadlines that I have learned from the module. Time management has great importance in human life as it aids an individual prioritize his activities in order to ensure he has sufficient time available to complete each. 

Analysis
According toSainz(2019), a CV provides an individual chance to demonstrate to a prospective employer that he obtains the education, skills, and experience. A cv contains five important parts and are the contact information of the job seeker, resume introduction, experience, skills, and education. Besides, a good cv contains some characteristics including developing credibility, clearly demonstrating the career path, portraying relevant skills, and so on.According to Tuomainen (2016), For making a cv attractive, a strong start is very important like starting with a summarise of the skills and key accomplishment and the changes and growth that needs to be highlighted. Besides, the job seeker needs to demonstrate his connectedness with the industry and show the insights of the industry in order to make a good impression in front of prospective employers. 
A cover letter plays an essential role for an individual as it gives the chance to explain to an employer why he or she is the best candidate for the job. In a cover letter, an individual needs to introduce himself and grab the interest of the reader with the opening paragraph. According to Akdemir(2016), The candidate needs to tell the prospective employers who he is, and why they should hire him, and express his enthusiasm for the role in one or two sentences at the start of the cover letter. Besides, the candidate should explain why he is the best candidate anddescribe what he can bring to the role. By maintaining these, a candidate can grab the prospective employer’s interest.
The meaning of an effective presentation is working with the audience as well as the topic. For a speaker, it is important to know how to associate to who a person is communicating with in order to get through to them.According to Afsaneh(2019), In order to deliver a good presentation, the speaker needs to ensure a clear objective that is useful to the audience, well-rehearsed, and so on. A person can improve his presentation skills by presenting useful information, watching himself in the mirror, learning it without notes, giving proper time to prepare himself, using a visual aid, practicing positive thinking, and so on. Moreover, a leaner must be willing to accept constructive criticism and apply it in order to improve his presentation skills.
According to Barroga (2019), Time management helps an individual to enhance his productivity and efficiency, reduce stress, help to gain a better professional reputation, and provide more opportunities to gain more goals in life and career.For gaining these benefits, an individual needs to improve his time management skills. Effective time management refers to getting more of the essential work done in a day.According to Ertug (2018), A person can improve his time management skills by following different strategies and steps such as planning the activities, prioritizing the important tasks, analysing the urgent tasks, setting goals, auditing, and improving the workflows. Besides, time management contains some elements like a be intentional, being concentrated, being structured, being self-aware and so on. A person needs toobtain these skills in order to manage time properly.
Conclusion
The cv writing, cover letter writing, presentation skills, and time management skills are very important for a learner as they help him to prepare properly for future professional life. The learners must need to know how to write a cv and cover letter properly. If they can write an attractive and well-structured cover letter and cv, they will be able to grab the prospective employer’s attention which will give them extra benefits in the job market. There are different ways of writing attractive and well-structured CVs and cover letters. When an individual obtains good presentation skills, he gets extra value in the job market. A person can improve his presentation skills by presenting useful information, watching himself in the mirror, learning it without notes, and so on. Moreover, time plays an important role in our life and it needs to be managed properly and it can be improved by following some steps such as planning the activities, prioritizing the important tasks, analysing the urgent tasks and so on.


Action Plan
	Objectives
	Required steps for improvement
	Approximate time period
	Estimated completion time

	CV writing
	For learning how to write objectives more attractively and in a well-structured way, different courses will be done. I will also take help from my instructors.
	Two months
	2022

	Cover letter writing
	In order to sale pitches more systematically, different books will be read. The vocabulary and grammatical sectionsare also needed to be improved by developing reading habits.
	Three months
	2022

	Presentation skills
	For reducing re-presentation anxiety and improving body language, I will do various online courses. And, I will do more and more online courses.
	Six months
	2023

	Time management
	In order to improve my tasks organisation skills, I will take help from my instructors and read different books.
	One month
	2022
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