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[bookmark: _Toc38760951]1.0	Introduction
Graduate employability has recently become a global issue due to consistent increases in the cases of unemployment globally. Unemployment challenges have become a huge problem, not only in developing and under developed countries, but also in the developed world. Cases of graduates who had graduated for years from the universities without jobs are now common occurrences. Although several factors have been adduced to this problem, many practitioners and academia still believe that the major reason why there is high unemployment rate is due to un-employability of many graduates. Most graduates can hardly write compelling CVs or cover letters. Most graduates lack essential soft skills that are critical to succeed in corporate organization. Most graduate lack critical skills such as presentation skill, interpersonal relationship, coordination skill and so on. Someone argued that it is not that there are no jobs, there are jobs but many of those jobs required people that are highly skilled in many areas of management, finance, human resource, engineering, and also in soft skills such as presentation, coordination, team building, and co-ordination and so on. Several candidates applying for job openings lack most of these skills.
Apart from technical skills which students are meant to develop through learning and schooling, another set of skills that are critical to students surviving job interviewing process, are known as soft skills such as writing skills, presentation skill and learning skills. All these skills would be explained in the following sections. While the curriculum vitae and cover letter will cover the writing skills, the learning skills would cover the model of reflection.
This report is a reflection on what the student has learnt during the class and during her personal study.  It specifically talks about cover letter, curriculum vitae, presentation skill and the use of Powerpoint application as well as the model of reflection. Graham Gibbs reflective process will be used in this reflective analysis on cover letter, curriculum vitae, presentation skill and model of reflection. It is shown in the figure below: 
Initial Experience
Description
Feelings/Reactions
Evaluation
Conclusions (general)
Personal Action Plans
Conclusions (specific)
Analysis
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2.0	Curriculum Vitae
Either an applicant is applying for a summer job to gain experience, or to a graduate school to further his/her education, or whether seeking for a permanent position in management, research, or academia, it would be required to submit resume as part of his/her application package (Sutton, et al., 2006). Resume or curriculum vitae (CV) serve as important marketing tools that provide some kind of advertisement of the applicant which presents the relative strengths, skills and experiences to a potential employer. In the United States, the CV is often requested for when applying for academic, education, scientific or research positions. But in Europe, Africa, Middle East or Asia, CV is requested when applying for a job. On the curriculum vitae (CV), there are such things as contact information, personal information, optional personal information, employment history, education, professional qualifications, awards, publications, books, professional memberships, interests and so on. All of these information are to give the prospective employer some specific information about the applicant. 
An effective CV will provide an employer with an overview of who the applicant is as a student or a young professional, what the applicant knows and can do as regards the position he applies for, and what relevant skills, traits and accomplishments the applicant has achieved at this point in their education or career. Career Guide (2020) argued that CV will provide the employers with a highly detailed account of the applicant professional and educational history to decide whether to move the applicant forward to the next stage of the hiring process. Before I resume my study in this school and even before I register for this course, I knew very little about CV or resume, or cover letter. Similarly, I knew practically nothing about how to improve my presentation skill or what I need to do write a good resume or CV. However things began to change when I started attending my classes where knowledge about how to write a good CVs, cover letter and on how to give good presentation. 
Writing a convincing CV has more to do with the format adopted or the style of writing rather than being highly educated. For instant, targeting a CV for the job that the applicant is applying for as well as using compelling language are two important factors relevant in writing CVs that are compelling and that can convince a potential employer to hire an applicant. This has little or nothing to do with having compelling qualifications. Before now, I used to think that good CV is tantamount to having good qualifications. I thought having good qualifications and experience is enough criteria to get a good job. Even though having good qualifications and experience are critical to having good jobs. But now I know better that being able to present it well matters and is equally critical. CVs should be presented well and good format has to be adopted. I learnt from one of the lectures in class that CV should be kept simple, concise and straight to the point. Van et al., (2020) recommended keeping the CV clear, up-to-date and honest in order to build a compelling CV. I agree with keeping it honest because the applicant would find it easy to defend him or herself when there is a need to clarify or verify any information on the CV. 
[bookmark: _Toc38760953]3.0	Cover letter 
Cover letter is used to introduce an applicant in a memorable, personal way during a job application (Glassdor, n. d.). Cover letter is a document that conveys personal information about an applicant. Cover letter goes over information on an applicant’s resume and expands this information for the reader, taking them on the journey of some of the greatest career and life achievements of the applicants. When an applicant first begins writing a cover letter, it is important to plan the contents of the letter based on the requirements of the jobs that the applicant is applying for (Glassdor, n. d.). Cover letter is uniquely written based on the requirements of the jobs applied for. Which means the no templates, no pre-written formats and so on. All of the knowledge I have about cover letter is through classroom and my personal reading. Before, I hardly attach a cover letter to any application I made, even though most times it is advised to do. This is because then, I hardly understand its relevance. Then, I used to think that cover letter is irrelevant so far the resume is well written. Now I know better. Cover letter gives an overview of the position that an applicant is applying for, and try to convince the employer that he has the relevant skills to do the jobs well more than the other applicants. According to Glassdor (n. d.), a successful cover letter should contain the following information:
i. Memorable information
ii. Specific, and organized examples of relevant work that had been previously done and problems solved
iii. Concise conclusion with call to action
The society of human resources carried out a study on resumes, cover letter and interviews, and found that the key three information that should be included in a cover letter include the following:
i. How an applicant’s work experience fits into the job requirements
ii. How an applicant’s skills set fits into the job requirements
iii. Why an applicant wants to work at the organization
The aforementioned information needs to be provided in the cover letter. Cover letter allows an applicant to showcase how his work experience and skills will fit into the job requirements. It also helps an applicant to show why he wants to work in the organization. Being able to present all of these information well gives an applicant an edge against other applicants. 
[bookmark: _Toc38760954]4.0	Presentation skills
Good communication skills, either oral or written are one of the key requirement for business success. A study by Gustafson, Johnson, and Hovey (1993) surveyed students, alumni and employers and concluded that effective communication skills are vital in getting a job after graduation from school as well as in advancing up the corporate ladder. Oral presentation skills are made up of both the planned and unplanned communications. Planned presentation skill includes speech, visual aids, notes, handouts, and so on. While the unplanned presentation includes diction, poise, confidence and many others. Sheets, and Tillso, (2007) attributed the inability of the students to effectively deliver oral presentation to a communication anxiety known as oral communication apprehension, defined as an individual’s level of fear or anxiety that is either real or anticipated communication with another person or persons (McCroskey, 1977). 
The apprehension of speaking before a group of people, especially students, remains one of the foremost problems of the twenty first century. Krannich (2004) argued that the fear of delivering a presentation ranks as the number one fear amongst most people, including students and adults from diverse backgrounds. This fear is common amongst students and it remains the main reason why students fail to master the presentation skill. Krannich (2004) further revealed that the fear of delivering presentations is one of the reasons why thousands of employees in the United States decline job promotions. Krannich explains that the acceptance of a new position often requires that the promoted individuals deliver a speech or presentation to their newly assigned supervisor and departmental co-workers (Sheets, and Tillso, 2007). I had a similar problem as well. Anytime I was about to speak in front of a huge number of individuals, especially those I was not too conversant with, I instantly get gripped in fear. And this fear automatically would lead to my poor performance. One of the reasons attributed to this fear leading to poor performance of communication may lie in the student’s memory of his or her parents misusing language to ventilate grievances, berate one another, or verbally harass family members, including oneself (Phillips, 1968). As the person developed and matured, these negative experiences may have resulted to the person to be fearful or reticent of communication dialog, resulting in withdrawal from oral communication encounters (Sheets, and Tillso, 2007). I believe that this is a key revelation about the causes of poor communication and presentation skill an d it would be to the advantage of the student if he can overcome this fear, in order to build and develop the skill. 
[bookmark: _Toc38760955]5.0	Model of Reflection
Reflection is engaging in constant self-appraisal and development (Dewey, 1933). Reflection is a learning process because it requires student to stop, think and reflect. Reflective learning deepens students understanding and enhances their learning awareness and encourages responsibility for their own work (Xhaferi, and Xhaferi, 2017). Reflection is a powerful learning tool and technique that students can use to enhance their learning experience. I believe that reflection can be used to make learning permanent, which can help students and individuals to easily recall events and subjects they have earlier learnt about. The main purpose of reflection is to improve learning and to improve students’ understanding. One of the things I learnt in class is that reflective learning is the key to learning and understanding. It can be used to gain higher level of knowledge and understanding of the subject matter. 
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