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[bookmark: _Toc100939554]Introduction 
There are soft skills that are needed from any academicians; these skills are not only helpful during academic cause but it helps when seeking employment and when already employed. This makes the skills very essential in the life of an individual. Some of these skills are the writing of cover, writing of curriculum vitae, time management, public speaking, academic writing, and reflection, summarising and paraphrasing.  This report will discussed reflection on time management, curriculum vitae writing and cover letter writing. What is time management? Time management is planning available time to fit all activities you want to undertake (Juneja, 2019). Time management is an essential skill in our life because one has to subdivide and allocate time to the right activity for a smooth run of the day. According to Morgan (2020) a cover letter is a professional letter that provides basic information about what is inside the curriculum vitae to an employer. What is a curriculum vita? Morgan (2020) argues that curriculum vitae is a document that provides a profile information, work experiences and skills that can convinced an employer to give and individual to work gain experience. Gibbs reflection module will be used. Gibbs reflection module allows an individual to reflect on an experiences and discuses through six stages (The University of Edinburgh, 2020). Below are the three skills I learned from the module that I have reflected upon using Gibbs reflection module.
[bookmark: _Toc100939555]Reflection on time management 
[bookmark: _Toc100939556]Description 
Having joined higher education lately, I have realised that I have all the time to plan by myself, however, failing to do so then i cannot carry my activities effectively. I always have to allocate time for my lectures and studies since my important purpose is to study. I have to remember to allocate my time on activities that boost my health like having a body rest, taking meal and participating in fitness activities. Sometimes when I am free maybe on holidays or weekend I could plan on visiting my friends and family. I have to effectively use time and make efficient efforts to minimise on time wastage.  Life in higher education institutions is all about planning and managing because no one will push you. I passed my exams of that semester because i managed time well.
[bookmark: _Toc100939557]Feelings 
It always feels good to see all activities managed smoothly. Since i learnt about time has been supper happy on how I manage myself and engage in my daily activities. This has led to my improvement in my class work. So there good feeling when time is managed well.
[bookmark: _Toc100939558]Evaluation
Time management is a good skill in life especially those individuals in higher education. Time manage brings about success in life and I am a witness. I managed my first semester successfully because I learnt on time management and the results were pleasing. So management of time is important and helpful.
[bookmark: _Toc100939559]Analysis 
According to Indeed (2018) time management helps achieve goals and improve career. When an individual plans or organize time well he/she stays on the track, becomes active and more resourceful thus achievement of goals.  Task management is brought about by time management so by utilizing some of the task management tools then an individual can tackle a task easily. According to ‌Week Plan (2020) task management tools such as Eisenhower Matrix helps to differentiate the task between those which are important and those which are not important. ‌Week Plan (2020) further argues that  management tools does not help to manage task only but it also help to track time and tackle the task easily. I realized that I was fully engaged every time even without lectures and studying. This means time management helps use time efficiently.  Indeed (2018) gives efficient use of time as one of the importance of time. When you mange time effectively then there is minimal time wastage, this means that time management helps to use time appropriately.
[bookmark: _Toc100939560]Conclusion 
Since the time I learnt on time management then I have been using my time appropriately and I have manage my activities successfully. Time management brings about success and I have realized that since I started managing my time. So time management does not only help academically but career wise. Time management helps in plan all our daily activities and allocate time appropriately.
[bookmark: _Toc100939561]Action plan
Though there are some time management elements that I have executed effectively then there are some that I learnt that I should improve to make my time management effectively. I have learned that I should always direct my efforts effectively; I should always prioritize some of my activities and allocate more time to them. Eisenhower Matrix will help me perform this task. With achievement in this then my time management skill will be effective. 
[bookmark: _Toc100939562]Reflection on cover letter writing
[bookmark: _Toc100939563]Description
For an employer to get some of the information inside the curriculum vitae then he/she has to go through a cover letter. Before, had just heard about cover letter and even practice on writing some samples but i had never learn how to write a professional cover letter. The module thought me on some basic skills on how to write a cover letter.  Cover letter gives a summary of the reasons why i qualify for a job. It is a piece of business writing that introduces me to an employer; it should not give information which is in the curriculum vitae but rather support. Learning on this personal soft skill is interesting.
Feelings 
Learning on how to write cover writing had no much impact on me because I had a prior knowledge about it. The good feeling of this skill is when I learnt on how to write a professional cover letter. It was interesting to know what I have to write to motivate the employer.
[bookmark: _Toc100939564]Evaluation 
It is a good skill to learn so it was a positive addition to my skills. Cover letter is a supportive document when applying for a job so learning how to write is a good thing. 
[bookmark: _Toc100939565]Analysis 
According to ‌Novorésumé ApS (2010) a professional cover letter should always a good impression, this means it should always have good cover letter template. A template gives a cover a letter a shape so a good template gives a shape of a cover letter. Apart from the physical shape of the letter LiveCareer (2022) argues that professional cover letter should not only have physical impression but writings should also impress the employer. This means that it should briefly illustrate my role and experiences in well detailed form. A good header gives the first impression and should be brief. ‌Novorésumé ApS (2010) further argues that even if the letter should be brief then it should give a summary my profile and the reasons that make me qualify for the vacancy. The letter should address the hiring manager; this means that I should always seek information about the employer. 
[bookmark: _Toc100939566]Conclusion 
Since I learn about professional cover letter writing then am always ready write whenever to produce whenever am presenting my curriculum vitae. As a supporting document, it has greatly help me when I have an interview and when am securing a job. LiveCareer (2022) argues that cover letter is a critical tool for search of job only if it is well written. 
[bookmark: _Toc100939567]Action plan
There are some elements that i have learnt from professional letter writing. I need to achieve these elements to boost me in writing a good and professional cover letter.  One of the element is that is should always write briefly, this means that is should give my information in details and summary. Another element is that is should always choose a good   template as this gives the letter a good impression. With these two elements then I believe I can write a professional cover letter.
[bookmark: _Toc100939568]Reflection on curriculum vitae writing
[bookmark: _Toc100939569]Description 
A curriculum vita is a very important document when seeking a job vacancy. Under the module academic and employability skills I learnt on how to write good and professional curriculum vitae. That whenever I am writing a curriculum vita then I should always include my personal contacts, these contacts should be well indicated and updated. I should always give my educational background and my experiences. I should always start with the recent work in giving my experience.   I should always give two references and the format should always be professional.
[bookmark: _Toc100939570]Feelings 
There is always a good feeling in life when you are learning some of the skills that are of importance in life. I had prior knowledge about the curriculum vitae writing but the module helped me professionally. So it was of good importance when I learnt of this skill. 
[bookmark: _Toc100939571]Evaluation
Learning on how to write good and professional curriculum vitae is an addition of skill. So this module was of importance and had positivity in my life. I give a good evaluation.  
[bookmark: _Toc100939572]Analysis 
‌Brammar (2008) argues that after the interview or after you have submitted your curriculum vitae then the employer can need to contact you that is why it is important that I should always give my updated personal contacts. ‌Innes (2012) state that when giving job experience then it is important to give them in chronological order starting from the latest one this will help employer to cross check my experiences and can capture the important one because it starts. ‌Innes (2012) further added that if in case you have skills that are relevant to the job then try to list them. Education background is also listed like experience. ‌Brammar (2008) argues that when listed the schools or institutions you give the dates that you started and the graduation dates and it should also start with the recent level of graduation. 
[bookmark: _Toc100939573]Conclusion 
I discussed above curriculum vitae is an important document and good written one can secure a job. So by learning on good curriculum vitae writing it means you getting ready to secure a job. Curriculum vitae writing skill is important.
[bookmark: _Toc100939574]Action plan 
Though there are some elements that I was good at writing curriculum vitae then there are some that I learn and I need to improve. Some of these elements are achievable and very realistic. One the element is that I should write a curriculum that easy to read; because employers go through so many curriculum vitae then I should always write a short and readable one. I learn that good curriculum vitae should not be more than two pages; I should try to change that.
[bookmark: _Toc100939575]Conclusion 
As discussed in this report there are skills that are not only important academically but also when looking for a job. Generally the soft skills discussed in this report are academically helpful and can make and individual secure a job easily. That makes the module of academic and employability skills important. 
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