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1.Introduction
Being a student in university has shown me the skills I am lacking and the ones which need improvement to be successful in my career. I started this course to become more employable and confident. My desire is to do a job I love and be good at. I do not want to be stuck in job just for the sake of it. During the past term there are a lot of tools I have used to evaluate my current skills. English is not my first language and this posed a few challenges during my academic life. One of the biggest challenges was presentation and academic writing. In this report I would like to reflect on my CV and cover letter creating skills which are essential in employability life. I would also like to demonstrate how I have managed to improve my presentation and academic writing skills. I would use the Kolb reflection model which I feel is best suited to my personality.
1.1 Kolb reflective model
Kolb reflective model is based on our experience, which is abstracted, analysed and evaluated in three stages, which are: 
concrete experience (when we physically experience some situation, we take notes and describe how we feel and what we think),
reflective observation (writing down the reflection of the situation and describing the experience by asking questions like: what worked for me and what failed?
abstract conceptualisation (we try to find a different way to deal with the situation to improve our experience. In this stage we can do research of literature for better understanding)
active experimentation (stage where we practice new strategies using the knowledge and experience, we got. Some will work for us some we still have to be improved). 
Kolb (1984)
All the skills analysed in this report serve as a lesson for me, lesson of my own reflection and also as a test for my ability and confidence which will be beneficial in applying for my dream job which happens to be a nurse in kids’ hospital.

2. CV (curriculum vitae)
Curriculum vitae (CV) is a Latin term translated as ‘the course of one’s life’. According to Innes (2009) it is ‘personal sales brochure’. I totally agree with it but I was not aware of it until I started university.  
Applying for a job or preparing CV is the most basic step that anyone seeking a career change would have to undertake. When I started searching for job I wrongly assumed that writing a CV is the easiest part and even though I used online templates to help me I still struggled with getting the right content. I had no idea which information was primary or secondary for the employer. I came out of unsuccessful interviews not knowing reasons for my failure. It was only during my current studies that I realised the importance and difference it makes to have a well written CV when applying for a job. 
According to Morgan (2017) it is a real challenge to create our CV for a job role being applied for. I had always used the same CV for different vacancies, not knowing that ‘getting the presentation right is also vitally important’. Morgan (2017)
During the class I learned that apart from your education and qualification, doing research about the place we intend to work is essential in our CV. Also I now know my personality, personal goals and what I can bring to the workplace is equally important. Another thing is the inclusion of hobbies and additional responsibilities which I never previously added to my CV. However, I now understand that it can make a candidate stand out from the rest and make an applicant unique in the eyes of the reader. Different individuals with different qualities apply for jobs but the common aim is to be successful at impressing the employer and subsequently getting the job. To create exceptional CV according to Innes (2009) presentation, body, length and readability are very important factors. First impressions are important, so attention needs to be paid to elements such as font, size, or colour. All this information has guided me in creating my CV for example in my choice of language or style of writing. Innes (2009) in his book focused on each visual detail of creating CV, but content is more important and hence my focus on it. For my CV to start my career in nursing, emphasis will be placed on my strengths and ability to do the job to show the reader how ambitious I am about it.

3. Cover letter
Another important aspect of job searching in addition to a CV in job is the writing of a cover letter. Prior to my studies I did not know about it and I had never written one. It was very stressful when I learnt about it and attempted to write one because I always found it difficult to talk about myself, or elaborate on my skills and qualification. I am the type of person who wants to be known by personal interrelation. There were a lot of questions in my head with regards to the purpose of a cover letter. My lecturer explained to us that cover letter is all about me fitting to the company. To build a proper cover letter, the first stage should be research about the company and checking the mission of the organization then follow with four paragraphs:
-how did you find out about the job?
-why do you want the job?
-why do you want tom work for that company?
-refer to your CV
During the assessment I did not feel confident and stress did not let me perform well. I was not satisfied with the cover letter but the feedback for all students was good. Before we received feedback I decided to read more about cover letter structure. In Morgan (2017) I found few interesting tips, like which words I should avoid and how to create short and polite sentence which will let my employer discover my personality, abilities and qualities. Beatty (2004) in his book described cover letter as ‘introduction’ and also stated that cover letter is perhaps the most important letter we will ever write. Beatty (2004) says Cover letters must, therefore, be “employer focused” rather than “job-searcher focused” if you want to really maximize their overall effectiveness. After reading his book I discovered that without knowing the organization and their needs a cover letter will not be an effective one. Apart from the research, having an idea what one can bring to the company if they receive the job offer would generate more interest from the recruiter. “Perfect cover letter” by Beatty (2004) gives a reader a lot of tips about how to do the research and which information would be essential for us. All knowledge we get during research is helpful during interview and makes us feel relaxed and confident. Analysing all the information I have been able to collect about cover letter I am sure that next attempt of writing will be a success. I have also created a chart with all the important bullet points to guide me every time I need to write a cover letter.

4. Presentation
Presentation is a form of verbal communication. In academic life it can be a part of assessment for a student or verbal type of writing essay/report. I have never been good at public speaking and my situation becomes even worse in this case where English is not my first language so I get nervous. However, I do like to be in audience and be part of good presentation because I feel motivated and inspired after. The purpose of a presentation is to change people’s mind, influence them so they can take away something from the message Maund et al (2017). The skill of creating a good presentation is a difficult one and I believe it improves over time and experience. To overcome my weakness of public speaking, I have learnt that preparation and practice prior to the presentation is critical. My preparation started with assessing my ability and behaviour after my first attempt. I analysed my presentation by answering few questions such as ‘Did I give good summary?’, ‘Was my speech logical and did audience hear me and understand me well?’, ‘Was I boring?’ and ‘How can I control my stress level?’ 
I spoke to few of my colleagues who were part of the audience and suggested to me to be more confident as my performance was not that bad and they fully understood all I said. From all the received feedback, I can conclude that though I may not be on the level of a great public speaker like Felicia Hatcher, I can learn from her and others how to improve my public speaking and presentation. To improve my presentation skills, I have to focus, practice and be more active during the course which will build my confidence. Benjamin Franklin said: ‘By failing to prepare you are preparing to fail’ Morgan (2017). Over-prepared presentation can also put you at risk that something can go wrong. We have to believe in our own ability, try to be natural and engage with the audience. The audience are also human and how the presentation will be a success is ultimately in our control. The presentation will be deemed a success if the audience learn a thing or two from it which might impact their life.

5.  Academic writing
The last skills I would like to reflect on is academic writing. I acknowledged that I will have to learn it for long time to become perfect but I am happy to say that I have achieved not very bad results so far. Academic writing can be challenge even for English speaking student.  This means in my case it might take probably as twice or three times longer to write an essay or report. With my first assignment I followed the mechanics of writing essay in Morgan (2017) book which is a very helpful guide. From my own experience I know that my writing gets better with more reading. I find very useful all the tips and suggestions from the lecturers and assessors. The best form of help in academic writing are skills of listening, self-awareness, time management and digital skills. All those factors are very important and necessary in process of essay writing. After going through a lot of literature and guides about academic writing I created my own style of writing. My aim is to finish my assignment long before due date, so I have time to amend and correct my work. The most challenging in my previous assignments was referencing, which at this stage I find easy to do. Analysing what I achieved so far and progress I made makes me confident I am capable to finish University which is my main goal at the moment.

6.Conclusion
After reflecting on skills which are necessary to further my career I have become more confident. After going through everything I achieved massive progress. In learning each skill, I went through each stage of Kolbs reflection model. The first stage was the most difficult. This part triggers a lot of negative feelings in my life. Spotting my own mistakes and habits, then trying to find solution for it was not that easy like I thought. I had to analyse my skills and make amends after getting new knowledge from university and books. I am the type of person who has strong beliefs which can push me to do something not according to book or what lecturer taught us. There are a lot of different personalities in this world and I believe I can come across fellow employees or an employer who will prefer me to be myself, speak loudly and be colourful even though I might not have a lot of experience but have knowledge and ideas on how to make progress in the work place, in my case a hospital. Having knowledge of all the skills and making it useful in my life has made me confident and brave in approach of new challenges. Sometimes we all have to take a break in our life and reflect on our skills because this might be something impeding our success.
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