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Reflection or reflective practice is associated with the process of learning from experiences. It is about going through activities that had already been carried out and deciding to what extent they are effective (Hendricks, 2017). It is important to practice reflection as it helps in identifying strengths and weaknesses. This process gives us the opportunity to refine the strengths and work upon the weaknesses for further betterment. In other words reflection initiates the process of continuous self-development. In this report I have reflected about the learning I have attained from this module. Through this reflective report I have tried to evaluate my experiences and understand my progress. While continuing with the module I have learnt about many things but there are four areas which have benefitted me the most. These areas are cover letter writing, public speaking, reflective writing and referencing. I have used Gibbs Reflective Model in order to summarise my learning and reflect upon it. 
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Gibbs Reflective Model has been introduced in 1988 by Graham Gibbs to facilitate and support learning from different experiences (ed.ac.uk, 2020). The model provides a framework which is cyclic in nature and leads to repeated evaluation of the experiences resulting in effective learning. As seen in the figure below the model consists of six stages - description, feeling, evaluation, analysis, conclusion and action plan. The reflective framework is quite simple and assists in suitable breakdown of the reflection and learning process (Johns, 2017). 
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Source: (ed.ac.uk, 2020)
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Description - Classes covering crucial aspects of cover letter writing had been included within the module programme. The lecturer provided detailed explanations along with samples and templates to help us in understanding the usefulness of cover letter. Activities and tasks have been given to us for improving our learning and understanding of the topic. 
Feelings - I felt quite excited in taking this class. The learning I gained proved to be satisfactory and extremely beneficial for my professional development. I did feel low when I failed to secure good grades in the activities and tasks but got motivated on attaining useful feedback from the lecturer. 
Evaluation - Before attending the lecture, I had some idea and knowledge about cover letter writing. This basic knowledge helped me in following the lectures and using the obtained learning in an effective manner. The importance of cover letter had not been that clear to me. I had formulated CVs before but had never considered the framing of a proper cover letter. Cover letters are important as they result in creating the first impression in front of the employers (Whitmore, 2017). I realised that an appropriate cover letter increases the chance of being selected, interviewed and recruited by the employers. The classes including explanations, presentations and activities were good experience for me as they contributed towards enhancing my knowledge. However, my performance in the activities was not that great. I could have undertaken some measures to practice the things I had learnt during the lectures. This ignorance did not help me in performing better but the suggestions and feedback from the lecturer are of great help to me.
Analysis - From my evaluation, I have analysed that I still need to carry on with self-learning and practice by following the lecturer feedback. The lecturer has advised me to consult some good cover letter writing guidance books and work upon my own. The lecturer has given me some references that I am looking forward to use. As per my opinion, cover letter writing is a crucial step towards a better future. Self-knowledge and experience presentation is essential to help the employers to select the most appropriate candidate (Innes, 2016). 
Conclusion - On a concluding note the basic knowledge I had about cover letters before the module had not been adequate to avail better opportunities. I need to continue working over my cover letter writing skills. 
Action Plan - Depending on the feedback and advices by the lecture I will be studying from the references. I will make use of the samples and templates provided during the lecture. I will continue refining my cover letter by considering help from mentors, professionals and peers. 
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Description - Public speaking had been a part of the module learning process. The lectures given aimed at improving our self-presentation as well verbal communication skills. The classes included lectures and live assignments which we had to prepare in class. Samples and homework were also given for further betterment. 
Feelings - Public speaking or presentation had always remained my weak point. I used to feel nervous and anxious whenever I had to present before an audience. Either I used to stammer or forget what I had to say. Thus, I never taken any active participation in such tasks and ignored working on the same. This specific lecture had been mandatory and I am quite satisfied because the learning has improved my level of confidence to a certain level. 
Evaluation - Most of the experience associated with this lecture topic had been bad but I learnt a lot from my mistakes. From the lectures I understood that I should not have ignored improving my public speaking abilities. Public speaking is essential in business as it is a great way of effective communication and can be used to relay forward crucial messages to potential stakeholders (Spencer, 2018). Repeated participation in the class activities and support from the lecturer and peers motivated me to work hard and overcome my fears. I observed that the main reason because of which I refrained was my fear of getting embarrassed. I took the help of the lecture materials and also went through online tutorials for enhancing my abilities. I stammered a lot, forgot my lines but finally overcame my fear. My lecturer gave some advice which is indeed part of good experiences. The lecturer asked me to work on my body language, voice tone and verbal communication.
Analysis - I analysed from my evaluation of my learning experience that this lecture has increased by confidence, developed my deductive abilities and contributed towards my researching knowledge (German et al., 2016). Thus, learning about public speaking and practicing it developed certain secondary competencies which are necessary for a better career. In fact knowledge about public speaking has also supported my presentation abilities. 
 Conclusion - I am of the conclusion that public speaking is an important aspect required to be focused upon for ensuring professional development. I have come a long way in dealing with my weak points and I must continue refining my gained knowledge and competencies. 
Action Plan - I will join a short course on verbal communication. I will carry out self-learning by following online tutorial and other relevant sources. I will take help from mentors and peers to measure my performance and progress made. 
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Description - Another important part of this module had been the lecture on reflective writing. Lectures included detailed explanation of the importance of the topic. I got the opportunity of learning about many models like Gibbs, Kolb, John, Schön, etc. 
Feeling - I had been highly interested in attending this lecture as previously I had done assignments on reflective practices. I wanted to learn about more approaches that could be used. Prior to the classes, I had knowledge about Gibbs and Kolb reflect models. I felt very much positive during the classes and made the most out of the lectures. 
Evaluation - I had some basic knowledge about reflective writing and wanted to gain more learning regarding this. The experiences I faced were mostly good and positive. I had difficulty at first in applying the different reflective models in detail. The lecturer guided us in understanding the differences in the application of the approaches and in what ways they can help us in summarising our experiences. I understood that all models are useful in combining experiences. However, as per my opinion approaches like Gibbs, Kolb, John, etc. lead to better shaping of learning experiences while some models like Schön clarifies the difference between past and future actions. My performance in most of the class activities and tasks went well. This was because I had some previous knowledge and high interest in mastering this skill. My lecturer had advised me to continue with my self-learning and reflective practice.
Analysis - According to my analysis, reflective writing and practice has contributed in developing critical and analytical thinking (Horton-Deutsch and Sherwood, 2017). I have started gauging my performance and approaches from a critical perspective. Also reflective practice has improved my learning and enhanced my researching abilities. I have been able to apply Gibbs reflective model in formulating this report effectively depending on the learning I have obtained from this module. 
Conclusion - On a concluding note, reflective writing has assisted me in enhancing my other knowledge and competencies. Through this process, I am able to reflect on my activities and measure the progress of my performance. 
Action Plan - I will start maintaining a reflective log in order to summarise my learning and reflect on the experiences to identify my strengths and weak points properly. 
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Description - The topic of referencing had been also included within the module of 'Academic and Employability Skill'. The lectures focused on explaining the correct usage and format of referencing and citations. 
Feelings - Like the lectures on reflective writing I had been equally interested in taking the lectures regarding referencing. I felt satisfied after the lectures as it helped in clearing all my confusions that I had prior to the classes. I felt positive about the learning I have gained from the lectures. 
Evaluation - Previously I had done referencing but while continuing with the lectures I realised that the knowledge was minimal. There are many dimensions to the use of references in an effective manner. I gained knowledge about beginning, in-between and end citations. I learnt about the proper ways of citing indirect and direct references taken from sources. The examples and activities carried out during the lectures taught me details about different referencing systems. I was able to get a clear idea about the formats and use of systems like Harvard, APA, OSCOLA, etc. In addition to these, I did learn about the origin of the referencing systems. Proper references increase the validity and credibility of the findings and statements presented in the form of reports, essays, papers, journals and so on (Pears and Shields, 2019). It is also a suitable of way of acknowledging the work of authors that are being used as the base for further studies. The lecturer provided the name and links of some useful sources as feedback, which will help me in further strengthening my learning about correct referencing. 
Analysis - I have analysed that learning from the lectures has provided with me with new information. I got the chance to learn about systems that I had never used before. It is important to learn the proper ways of academic writing. The differences between academic and non-academic references were made clear to me. While learning about referencing I also got some idea about proper search processes and reliable databases for research. On an overall basis, this learning has proven beneficial to me with respect to various developmental aspects. 
Conclusion - I got the opportunity to learn many new things about referencing. I will be reflecting on the learning gained in order to improve my future academic writing and works.
Action Plan - I will be going through the materials and sources recommended by the lecturer. This will help in refreshing my knowledge and learning obtained about importance of appropriate referencing. 
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From an overall perspective, it can be inferred that the entire module has covered many crucial areas that are necessary for professional and personal development. The knowledge gained regarding cover letter, public speaking, reflective writing and referencing are going to contribute greatly in completing my academic journey and professional development. These four topics not only cleared my confusions and provided me new information but also helped in developing secondary abilities like critical and analytical thinking, individual researching, level of confidence, etc. 


[bookmark: _Toc49984269]References 
ed.ac.uk, 2020. Gibbs' Reflective Cycle. The University of Edinburgh. Available at: <https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle> [Accessed on 25 August 2020].
German, K.M., Gronbeck, B.E., Ehninger, D. and Monroe, A.H., 2016. Principles of public speaking. Routledge.
Hendricks, C.C., 2017. Improving schools through action research: A reflective practice approach. Pearson. One Lake Street, Upper Saddle River, New Jersey 07458.
Horton-Deutsch, S. and Sherwood, G.D., 2017. Reflective practice: Transforming education and improving outcomes (Vol. 2). Sigma Theta Tau.
Innes, J., 2016. The Cover Letter Book: How to write a winning cover letter that really gets noticed. Pearson UK.
Johns, C. ed., 2017. Becoming a reflective practitioner. John Wiley & Sons.
Pears, R. and Shields, G.J., 2019. Cite them right: the essential referencing guide. Macmillan International Higher Education.
Spencer, L., 2018. What Is Public Speaking? & Why Is It Important?. Business Envato Tuts+. Available at: <https://business.tutsplus.com/tutorials/what-is-public-speaking--cms-31255> [Accessed on 25 August 2020].
Whitmore, T., 2017. How to Write an Impressive CV and Cover Letter: A Comprehensive Guide for the UK Job Seeker. Robinson.






[bookmark: _Toc49984270]Appendix
Cover letter
Dear Mr Daniels,
I wish to apply for the position of coffee shop manager as advertised on the website.
I believe that my experience, knowledge and skills gather through three years working in a hospitality industry as an assistant restaurant manager make me qualified and right candidate for the job.
I am highly motivated, enthusiastic, organized and responsible person as you can see from my CV uploaded. I believe my education diploma and variety of training certificates, which I have, classify me to meet the criteria and job description for the position required.
I will work towards moving the organisation on the next level of development and prosperity. I would like to share and discuss more about in the interview stage which I looking forward.
Yours faithfully,
Ginka Borisova
Reflection 
I would like to reflect on my learning of writing a cover letter.
Cover letter is a business letter, which gives the potential employer information about your capability for the position applied and draw attention to your CV. 
 In my past job applications I never wrote a cover letter because, I was not aware of its existence. At first, I found it unnecessary, thinking that writing just a CV is satisfactory when you are applying for a job. Learning about the content of a cover letter, how to write and structure it, I realized that can be very beneficial. An actual well-presented cover letter can increase your chances to get the job, that is why is very useful to learn and understand how to write it. A cover letter should summarize the information, which can be found in a CV. 
Now I have the understanding that the knowledge about cover letters can boost my ability to sale myself better to the potential employer and progress in my career. I am definitely going to practice my writing on it to improve myself and use it in the future for the next job.
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