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One of the defining moments of human beings is to understand the meaning of their experience. To do this, I will try to reflect on my past, link between past and present, and construct sense. For instance, I was given the opportunity to learn enhanced meanings, things that will help me to improve myself. This course helped me to reach the next level in my life, to understand the system better not only in business world but in private too. Furthermore, now I know the meaning of the phrase “He Who Dares Wins” as now after course I know that if you put enough effort and you really want something at the end you will get it. In this paper, I will reflect on my previous course learning topics, including report writing, writing covering letter, academic writing, and employability skills using Kolb’s reflective model. 
The four stages of Kolb’s reflective cycle will help evaluate various aspects of my four topics. The first stage is a concrete experience where I will get to think about the topics and my experience before reading them. Secondly, I will get the chance to ponder what I learnt in class about the topics and examine them in the reflective observation stage. The abstract conceptualization will help in incorporating any knowledge and experience obtained from the outside class. Finally, I understand how to apply the experience on various topics to the real world and help solve real-life conflicts by applying active experimentation (Morris, 2019).
[bookmark: _Toc49691642]Report writing
My first topic to reflect on is report writing. Before the course began, I considered report writing as a statement that provides detailed activities of a situation or event after one inquires or observes a given situation. Additionally, I have always known that report writing requires individuals to understand their briefs and focus on them while developing a report. More knowledge I had before getting a deeper understanding of how reports should be clear, organized, and therefore should follow a particular structure (Hyland, 2019).
In the class I found it interested as I was not even explained how to write report but the difference between report and essay. After we covered report writing I got clear view what is report and that I did not even know I do it every day when I do lorry checking. In the class was clearly explained the structure of the report and what it should contain. For example, when writing an academic report, I should include my entire experience, including old and new ideas learned, and the results of any observation. I also learnt that report writing can be of different types depending on the question subject. I liked that was explained in almost excellent way what is report and difference between essay and report as I was always mixing them two, but on the other hand I think we should have practiced little bit more but I can understand during corona pandemic is hard to track students and what they actually doing it. In the class I found interesting the videos we watched about report writing by Mark Cholij and Ken Cage from Massey University. I found Ken Cage’s video more helpful because he explained each section of the report writing and what it should contain, in the perfect order, and at the time his voice was more intelligible to me. It was difficult for me to understand at the beginning of the course but today I understand the reader has to be keen when reading the report to identify the needs of the examinee; hence, be able to intervene on behalf of him or her. 
The knowledge I obtained is essential, and today I can apply it in real-life situations such as an opportunity to develop plan to become knowledgeable about problematic sessions and they give me an idea of what to write about and the purpose focus. 
[bookmark: _Toc49691643]Cover letter writing
The second topic I chose for my reflection is cover letter writing, and I can accomplish the reflection by following Kolb’s reflective cycle. Before learning more about cover letter writing, I knew various aspects concerning the matter. For example, I understood that a cover letter is a brief document sends with a resume when applying for jobs, and it provides more details concerning one’s experience and skills. As such, the employer can go through the document and understand if one is qualified for the applied position or not without necessarily reading the resume.
Upon thinking about my understanding of a cover letter, I feel I had shallow knowledge of the matter. This is after attending the class when we covered cover letter. For instance, in class I was explained that a cover letter is the best way to introduce myself creatively and innovatively to an employer. As such, I must be sure to include details that can draw the hiring manager’s attention. To do so, I must do extensive research on the company and understand the specific job I am applying for. This requires access information on various employees on sites such as LinkedIn and company websites. During the class everything was well presented even how to use technology and websites such as LinkedIn and how can we sell ourselves to potential employers. For instance, what we must write in cover letter and how to research the companies and the roles we are applying for. I liked we practiced to write covering letter and on the top of that we read it in front of the class which for me was helpful and useful as I broke shy barrier and it helped me to find a new job. Today I know that individuals who may not focus on technology as their ticket to obtaining comprehensive information for their cover letter may be left behind.
Another aspect of importance I learnt in the class was that I cannot address a cover letter to “whom it may concern” and I have to avoid the use of the “I”. Instead, the lecturer advises shortening highlights while maintaining a consistent format (McKissen, 2019).
I also found interesting as I did not know before the course that at the end of cover letter  if we do not know someone’s name we should finish with “yours faithfully” and if we know the name “yours sincerely”. At the end I liked we covered the part of introducing ourselves by attaching a short video. For instance, an individual who likes teaching and makes a difference in teaching scenarios can be creative and innovative to introduce himself to an employer. By doing so, he is likely to draw the hiring manager’s attention. As Broadbent Filter’s model suggests, a message’s physical characteristics can be used to highlight the crucial message in a pool of others for further processing (Manchin et al., 2019).
[bookmark: _Toc49691644]Academic writing
Upon reflecting on the academic writing topic,  I realize that before gaining further knowledge on the subject, I understood the concept as a process whereby students write study articles that are focused, concise, clear, structured, and evidence backed-up (Dirgeyasa, 2017). However, in the class after covering this subject I learnt to write in a formal style and tone and not be complicated. I remember during this session lecturer tried to explain us how to be structured, and how academic writing articles should be well planned. This means that they should demonstrate an understanding of the subject as well as answer the study question. Also, I found interesting that the structured aspect of the writing entails writing coherently and logically while merging related material and points. Additionally, evidenced information means the writer should demonstrate expertise in the subject area by supporting arguments and opinions with credible and accurate sources. Moreover, a formal style and tone require the use of appropriate language that is balanced and unambiguous. Furthermore, today I know that the purpose of academic writing is to help readers’ understanding.
After well explained the academic writing topic after the class, I can identify new ideas learned. For instance, I have realized that academic writing teaching is increasingly used today in various institutional frameworks. Instructors aim to help students enhance their writing abilities and learn more about professional research skills (Neculai, 2018). Multiple people in contemporary society believe that solutions to problems ought to be evidence-based, and therefore, they look up to solutions backed by experience. I liked I was explained that for a student to write a credible article, it is vital to exhibit excellent research communication skills to enhance reader’s understanding.
It was hard for me to start writing academically, but after the class I know how to start with and what academic article should contain, such as paraphrasing, summarizing, being focused, concise, clear, and structured and evidence backed-up. Academic writing helped me in advancing my professional learning and communication abilities. I learnt academic writing can be applied in multiple real-life situations. For instance, today I use the academic writing to accomplish multiple class works, such as essays and dissertations.
[bookmark: _Toc49691645]Employability skills
My concrete experience on employability skills lies in the definition and a few examples of the skills constructions. Employability skills entail a combination of abilities possessed by individuals, and they are relevant across industries. As employers seek to fill gaps in their institutions, they identify individuals with abilities that align with those needed for the job opportunity in addition to subject knowledge and technical understanding. Before embarking on this topic, I knew of different transferable skills that employers look for as I have gone through various employment requirements. Some of the common skills include excellent communication due to high human interactions in many jobs. Creativity, adaptability, teamwork, patience, and innovativeness have also been on the rise with increasing market competitiveness. 
In the class, after reviewing the employability topic, I liked the way that was explained to me and that we gone through employability skills which employers are look for. I particularly liked how lecturer described that in the recent past the world has been debating on graduate and employability skills, which gave me some kind of push to put extra effort to finish what has been started, in this case university. I cannot say I had bad experience during the employability skills explanation as I was clearly explained skills which are important for me to get a better job which at the end, I got it. I almost forgot we covered another overarching skill revealed by most employers relates to the ability to perform as this is the goal of work, considering teamwork, interpersonal skills, communication, and flexibility crucial employability skills. Besides, we had group activity which I was fascinated with as we described by ourselves employability skills for chosen job and presented it. At the end was confusing as I learnt that there are no specific skills that foster employability and that defining employability skills is difficult due to the lack of a common language between industry stakeholders, students, and academics. Today I know that observing employability skills occurs in multiple real-life situations, although the skills needed for different positions may differ. For example, a teacher or a health professional may not get a job if they lack communication skills. The two fields depend on communication to interact with students and patients, unlike a machine operator who may require technical operation skills more than communication abilities.
[bookmark: _Toc49691646]Conclusion
Reflection provides a better way for students to refer back to what they have learnt. The event enables individuals to assess the information they knew and evaluate how much they acquired. The process is vital as it enables individuals to determine the new acquired knowledge level and identify areas with challenges. With the power of reflection, I managed to identify my previous and current knowledge on employability skills, academic writing, cover letter writing, and report writing. Consequently, I can use the information when engaging in my learning activities and work.
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