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Introduction
To reflect upon my learning from this module, GIBBS reflective model has been adopted which was developed by Graham Bibbs I 1988 in order to give structure to the learning from experiences to reveal what has been learned and what could have been done differently and providing an action plan for future to deal with similar situations. 
Gibbs reflective cycle
Description
In the module, Academic and Employability Skills, different topic was covered, one of which was CV writing. This topic was very integrating because it was a prerequisite to learn how to start with preparing for employability. I had an idea that what a CV is but studying this topic in the model not only helped me in clarifying how to write a clear and concise CV but also helped me in learning how to create myself a brand to be sold by the CV. For me, CV was a summary of my skills, knowledge and experience. But this module helped me in understanding that CV must describe my knowledge, attributes, skills and other important information such as work experience etc. (Innes, 2012).
The second most important topic was to cover letter writing. The first important learning was the differentiation between a cover letter and a CV as we were taught that CV should not be the summary of all the information shared in the CV and there should be no repetition. I key learning from this topic was that a CV may be prepared generally and could be used for applying to different jobs in different companies, but the cover letter is written in accordance to the requirement of the company and the particular job for which the candidate is applying (Smith, 2016).
The third topic, which made a significant contribution to my learning was analytical thinking skills. I learned the true meaning of analytical thinking that is basically problem-solving. The most important learning from this topic was the importance of analytical thinking skills for every facet of the business world. I learned the role of analytical skills in data analysis, problem-solving, creative thinking, reporting and many more decision-making processes such as budgeting and use of metrics all of which helped me in understanding that analytical thinking skills are at the heart of decision making (Robbins, 2011).
Referencing was another very important topic covered during the module in which we discovered different types of referencing formats and also learned which sources could be considered as the reliable reference and which sources cannot be included as references for the academic and professional writings. I learned the difference between APA, Harvard, MLA, and many other referencing formats.
Feeling
When we were studying the topic of CV I was unexpectedly confused as it was the first time, I was asked to present myself as an employee to a potential employer, and that was to be done through writing a concise yet complete CV. I was feeling nervous and confused because I did not know how to present myself and despite it being only an academic activity, I was feeling the pressure as if I was actually applying for the job and there as a constant fear of rejection. 
As the topic of cover letter was covered after the topic of CV, I was quite confident and comfortable when writing the cover letter as I had already written my CV and it was easier for me to write the cover letter as by then I knew how I have to represent myself (Smith, 2016). When studying the topic of analytical thinking skills I was feeling very interested in this particular topic as in the beginning we were informed about different types of analytical thinking skills and that have me an overview that this skill is mandatory to succeed in almost every field and at every job so I was feeling eager to learn more about it. 
Initially, when we started studying the referencing styles, I was not feeling interested in learning this topic. But the instructor explained the importance of references and how they can add or reduce academic work or report’s credibility for the reader. After learning the importance of references, I took an interest in this topic, and I felt that I was not well-aware of this integral part of writing which could have declined my academic performance as well as the credibility and reliability of professional research in the future. 
Evaluation
Overall, it was a good experience to prepare the CV as I did not prepare a CV before, and it was my first experience to represent myself as a potential employee. But when we were asked to write the CV, I was not good at the selection of words when writing the personal statement. The personal statements I searched on google were not suitable for me, and hence, I was not sure how to start the CV as the personal statement is the most impactful part of the overall CV. Maybe the nervousness and consciousness of being effective in representing myself were leading to an ineffective selection of words. But I was good at summarizing my educational qualification and work experience. I also summarized my hobbies and interests easily and also included some reliable references (Innes, 2012).
Cover letter writing was overall good experience; I was good at searching for an interesting position, found the details of the employer to address him by name and also introduced myself effectively. But when it came to selling myself by mention how my skills, knowledge and experience makes me suitable for the job, I missed some important information which made my cover letter less appealing as compared to what It could have been if I added the complete information and make myself seem like the most suitable candidate. 
The best outcome of studying the topic of analytical thinking skills was that I learned how to make myself marketable. I learned that polishing the analytical thinking skills can help me in doing my job more efficiently and can help me in scoring well and leaving the employer impressed. By engaging in some interesting analytical thinking activities online, I discovered myself to be a good problem solver as I scored well at all the activities I performed. The only bad experience when studying this topic was that I took my concertation away from the other relevant topics and I was too consumed in paying crosswords, Sudoku and chess to polish these skills which wasted a lot of time. 
When I was engaged in an activity of citing the same source with different formats of citation and references, I was very confused as it was very difficult for me to write the references in different formats without using the default referencing setting in the Microsoft office word. Before learning this topic in this module, I used to add the references by using the Microsoft office word’s settings and hence I had no idea how to differentiate the formats. Initially, it was challenging as I was failing to spot the minor differences, and it took some time to clearly differentiate different formats. The two formats which mixed the most were Harvard and APA as these two formats were very similar but are used in different regions, so the mistakes are not acceptable. Another mistake I did repeatedly was that I was not accurately citing the statistical evidence. When I was putting some numerical information or any factual data, I was putting the citation at the end of the paragraph instead of putting it citation right after mentioning the factual information. But learning when and how to use the citation prepared myself for producing credible and well-referenced reports and research (Benell, 2018). 
Analysis
If I analyse my attempt of writing the CV, I can easily gauge that the reason I was not able to write an impactful personal statement was not my lack of knowledge or writing skills, but it was due to the fear and confusion. In my attempt to write an impressive personal statement, I was not able to even write an average statement. Moreover, when I will write the cover letter for a particular job in future, I will concentrate more on how I can summarize what I can do for the company with a focus on why the company should choose me over many other candidates. It will help in preparing a compelling cover letter.
From my analysis of the topic of analytical thinking skills, I have learned that it is a skill which cannot be mastered overnight; instead, it may take some time to develop this skill. When studying and practising different referencing styles, I learned that it was not difficult to spot the differences, but it required practice, and I also learned how minor mistakes in references could put the credibility of even well-research document into question. 
Conclusion
I could have discussed the CV writing process with my instructor or the peers or could have searched more CV relevant to my field to mix and merge the ideas and produce a personal statement which could define me well. Instead of feeling the pressure to be acceptable, I should have concentrated on outing my personality and skills into words in the most logical order (Innes, 2012). When writing the cover letter, which was the second most important topic covered in the module. I could have research about the company to learn the current state of the company in its industry and what it is doing to better position myself suitable for it. 
For improving my analytical thinking skills, I could have concentrated on learning one new thing every day. Moreover, I should not be passive about learning and must actively seek cognitive and mental stimulation. By trying to learn something new, which can excite my passions every day, I can gradually develop this skill of analytical thinking, and it can expand my knowledge exponentially (Robbins, 2011). As discussed earlier when studying the topic of references, I experienced many challenges, but for avoiding those difficulties, I could have used google scholar for comparing how each source is cited differently in different formats as Google scholar provides the citations and references in multiple formats and those formats are listed very clearly one after another which can help in easily spotting the differences (Benell, 2018). 
Action plan
When I have to write a professional CV for actually apply for a certain job, I will search for the CVs written for applying to the relevant jobs and fields, will study them thoroughly and will evaluate the ideas which can describe me the simplest yet impactful manner (Tillotson, and Osborn, 2012). For the second important topic of cover letter writing, my action plan would be to improvise my cover letter writing by keeping my sentences short, writing on the basis of evidence collected through research about the company and its current need, and being unemotional to keep my cover letter factual and specific. 
For improving my analytical thinking skills, I will join a book club in the future as it will help me in reading more and will help in engaging in analysis and debate. As the book club will have members having keen observation and knowledge, it will provide an opportunity to delve into the critical analysis, and it may also help in grasping new ideas and perspectives (Montaku, 2011).  For improvising my referencing skills which is another key topic learned during the module, I can develop a list of sources such as the source of book, journal article, website, etc. and can list each by following different formats which cannot only help in differentiating each format but can also help in understanding how each type of source is cited following the different formats (Neville, 2012).













References
Benell, T. P. (2018). Referencing for cohesion in L2 academic writing: A corpus analysis (Doctoral dissertation, Bilkent University)
Innes, J. (2012). The CV Book 2nd edn: Your definitive guide to writing the perfect CV. Pearson UK
Montaku, S. (2011). Results of analytical thinking skills training through students in system analysis and design course. Proceedings of the IETEC, 11
Neville, C. (2012). Referencing: principles, practice and problems. RGUHS J Pharm Sci, 2(2), pp.1-8
Robbins, J. K. (2011). Problem-solving, reasoning, and analytical thinking in a classroom environment. The Behaviour Analyst Today, 12(1), pp.41
Smith, L. S. (2016). Writing a perfect cover letter. The Peer-Reviewed Journal of Clinical Excellence, 46(3), pp.47-49
Tillotson, K., & Osborn, D. (2012). Effect of a résumé‐writing workshop on résumé‐writing skills. Journal of Employment Counselling, 49(3), pp.110-117
[image: ][image: ][image: ]
2

image1.jpg
TonooN BMSW4001
In-class exercise 1: Cover letter writing

@7,‘?,.‘?{;’5335 5 Academic and Employability Skills (ACE) — term s

studentName: _ (Idiya  HMinowcyo Student ID: __|®{6 943,

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be
returned to you at the next session. You will need to include a scanned copy of this exercise in the
form of an appendix together with you Task 1 (part of the Assignment for this module).

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.

[Your Name] (idide-Minonte—

1 Any Street, Anytown

[Hiring manager’s name] A {0\

[Hiring manager’s company name] _ﬁﬁ*(ﬁﬁ%
[Today’s Date] 14 (it War<on .xr&m‘ w20 084

vear 20 Vs, beath® wu
)
I wish to apply for the role of (opfce M;n.;qﬂ 2% (dak qon Uathun .
i
T oo Hec Rl Todns  Hlat oo o uacanoy aalble

10 Jou'tt exo Maxlm‘g‘:‘*‘ 0w gk Dot b
of ot PP
becavee Tongy ettt C Mo 4a e €00 o )%(‘vo-\lrwﬁacjo.
: X ac0 A penes old

Hu cocre | uu\’.m-ww s AP F
T 'Uoas beoln igato- vl chised (nPialy

VB

ACHC  Conie Eu&«%: 4o dtw N hhret
AMEeCrent Cﬁgﬁhw\% A0 e caek Ay Seuen, S
v T e E? W

S o iy selis

{318
7 Mﬂ@m&@%ﬁmﬁgﬁ%
¥\ = ot cemxe outk [Re S shces@ol ond the bosses T

T bowe tateqed o (doge S4aS of vove —pau

Lecturer’s signature: Date:

1|pPage




image2.jpg
Tonoon BMSW4001
In-class exercise 1: Cover letter writing

@ iy Sk Dala Academic and Employability Skills (ACE) ~ term 2

190 penole. T abn Capable of orevelonse dfeait

v

S ol
Lo

o
Tt erldtee doooeC St eCaction e Qledtp Bg)
YT tave loeel engaized Fhrovgdmat My cacea

S oag alnilily do eotia® iy FCara cted Qlsa
—ot-
<

Lol g <ellls N pe Crudivests sud imanagina Sdlminstat i
MM%MM&MW*D
Telotoeon wetp o Aace

! Ta i 2R el Fmﬂgsg@ Aandksand

Tl g Bl (L1 sllew ke do more A Sigoket

omnlaifon o e atcon Mackin téen
| LY =

il obady My o
Hlomwe T con Carfect o ecosil ot idia @il

20 A by ahore Odmbor oA AECE%0S

Sape o (mak Eeaee o coon

B =l Bagacer

L:nure(s‘:zﬁ;ents: Vary ’nJ é‘,&,(' o, Jou'ye agplic: of afarod) ad.

Principles cossreel in class . Brck wp points AI\ evislencs wPure possible.

_Gadl explaia wiy fom woanth ek fioyx Pins Compuny,

Lecturer's signature: | Date: 14/ 11/19

21pPage




image3.jpg
puaddo uo so 260d s1y)
Jo D35 43 20330 PUD JUAWBISSD UBILM INOK Uy UONDYUISI SIY) UO 13121 03 Pa3U (13 NOA U0 sas0dind Yopqpaaj [012uab 0/ S pDI6 10D a4 230U 25D3Yg.

wa % 3av¥o
T QIN¥V3SINIOd
“NOLLVINISI¥d IHL 40 00T 318VIIVAV SINIOd
NOLLITNOD WHINO) O1 XO8 SIHL
wi31va any ors ssvana BADT | O |0 |0 | O |8 NOIIVEVa3¥d TIVHIN0
7 —
‘olojolola| i o aimpous a1 03 23uerapEy
ojololola 140y 41 0y end(RI sem aI0)
[o]ololgolp Saiduiexa pood pauieiues UoNelasaid auL
olololofa SATEUIIOJUI pUE 951003 SEM UOREIUBSRId AL
olololole| - - Funsasoiul sem 5idoy auL
Fo R W - NO?
olofol[a|o] . = VOISO Jeap € Sem Bl
olojolola - ~ uomNposnulJeap € sem 13yl
olo[o/alo] Jeaneu sem 429305 40 83ed B
o|ojolola Hiieap a¥ods sawsasaid auL
ololo|ola — ~ oweudosddesemauwnonay |
O O[O | B | O | 5510 o soumpuadap anssaswa v I S50 0y o sem sowosod ot |
wve 2ARs (OlOlDlED Rongouga pash uomEwaaId o} AL
ololola|o] Stedoidde sem aBenue Apog
o 143 yove” 2 o lololalol PavieIUPw sem 1283003 343
olololala Pasedaid put pasUERo jam sem 1asaid 341
Lpw word siy P 4 M e oo o a = 1001 48 04 e e s oL
romysts 2Py 0l0[0 B0 Uonewussaid 211U auy Bulanp 15212301 Al poUIEIIEW o1E531d 4L
o ololola|o Sanss| paveio) AUG pue 31do) aU3 1NOGE 21GEaTpeMOUY Sem 10W51d oL
repys S22V olololola
“aspue oo g
swewwo) elvls

1004 137 =T 1004=Z

B2 1Y)

‘96013AY/po0D =g PO0D Alap=p Wd|j2IXI =5 3HOIS

LI ) mea

VAP Bupuasaid Juapms

w104 yPeqpaa4 uoneuasald-luIN




