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INTRODUCTION: 
The purpose of this report is to discuss certain academic and employability skills that I have learnt as part of my course this term. These skills are needed to secure employment in my industry of health and social welfare. In this report, I will be demonstrating and reflecting on the new skills I have acquired and will endeavor to demonstrate how my improved skills will be useful as it relates to my career development. The topics that I have chosen are CV writing, cover letter, presentation, and referencing, which would enhance my career opportunities. I will be using the GIBBs and the four-stage reflective cycle published by David Kolb in 1984 because of its ability to critically reflect on an experience (McLeod, 2017).
GIBB’S REFLECTIVE CYCLE
Gibbs's reflective cycle is a theoretical framework comprised of six stages and can be used during structured debriefing to guide reflection. There are many different models of reflection, however, the work of Gibbs (1988) are particularly relevant to my profession. His reflective cycle has really encouraged me to think in a systematic way about the various experiences acquired over the time. It consists of six elements and they are as follow; 
1) Description;
 2) Feelings; 
3) Evaluation; 
4) Analysis; 
5) Conclusion; and 
6) Action plan.
REFLECTION ON COVER LETTER
Description
A cover letter is a document that is sent alongside a CV or a job application to complement an application (Peter, 2016). If a cover letter is written well, it increases an individual’s chances of securing an interview (Morgan Hunt, 2020). As part of the covering letter, it explains how the applicant’s skills and experience fits the role and match the recruiter’s expectation for the selected candidate. I will finalise the letter by inviting the recruiter to review my cover letter and expressing my desire to showcase my skills by attending an interview (Morgan, 2017).
Feelings 
Initially, I thought of a cover letter as more of a formality and did not truly appreciate the value that it adds to a job application. Now, I have learnt that a cover letter is the first impression that I leave with the recruiter and the importance of ensuring it is drafted to capture the recruiter’s interest. It needs to be presented concisely, brief and to the point. 
Evaluation:
My CV letter was good in that it states my skills and my qualification. However, next time I will make sure the cover letter is well structured. I will start my cover letter with my personal details and then the contact person’s name. I will use ‘hiring manager instead’, address title, salutation. The opening paragraph will focus on introducing myself and the purpose of writing. This will be followed by the body of the letter, which will include the job title and how the post was brought to my attention. The second paragraph will outline why I have decided to apply to work for the organisation, what I would like to achieve within the organisation and relevant industry, and address how I meet the organization’s need, matching my skills and experience to the person specification. I must show that I am interested and able to meet the need of the recruiter. 
CURRICULUM VITAE (CV)
Description
According to Mohmand (2018) CVs are a comprehensive statement of my educational background, teaching, and research experience. CVs should include individual’s skills, education, employment history and any other information which would give an employer a favorable impression of you (Mohmand, 2018).
Feelings
Initially, I thought that I needed to write all my skills on paper, until recently realized that it is about the quality of the content, and not the quantity. 
Evaluation / Analysis
According to Gallagher & Wodlinger Jackson (2010), CVs are meant to be scanned quickly and must be succinct, therefore, now I can write a succinct CV that can be scanned quickly by employers.
Moreover, I have learnt the purpose of CV writing is not necessarily about me the candidate, it is rather about what the employer is looking for in a candidate. In the past, I thought that the purpose of a CV was solely for me to advertise myself to prospective employers, instead of meeting the needs of the prospective employer. However, after studying the reflective model of Kolb (1984), I have reviewed my ‘Concrete Experience’, as my past experiences of constructing a CV and submitting it for a job application. Following that, I identified areas where I have made errors, and the strengths of it. which according to Kolb’s reflective cycle is called ‘Reflective Observation’. 
The next stage in my learning process was for me to identify areas for improvement and ascertain ways in which I could improve my CV. This stage is known as ‘Abstract Conceptualization’. Therefore, in the future, I will endeavor to better demonstrate how I meet the criteria of the employer which is more likely to increase my prospects of securing an interview with potential employers. According to Morgan, (2017) recruiters are seeking diverse skills, qualifications, and experience in the ideal candidate (Morgan, 2017). Therefore, this must be considered when putting my CV and cover letter together. When compiling my CV, I must make it relevant to the advertised role by familiarizing myself with the job description. Additionally, I will study the person specification within the job description to work on my achievements and transferable skills to meet the needs of the employer. The personal specification may be divided into ‘essential’ and ‘desirable’, I will ensure that my CV is tailored and drafted to demonstrate how I meet most, if not all, of the essential specification.


REFLECTION ON PRESENTATION
Description
Presentation skills is communicating information to a specific audience, this could be in the classroom or in a workplace (Leaders in Heels, 2014). One of the important aspects of good presentation skills is good communication skill. Effective communication comprises of verbal and nonverbal communication (Thompson, 2018). Verbal is what is being said by the presenter, while nonverbal is the body language. Interestingly, research indicates that body language takes up to 55% of the overall communication, highlighting the importance of non – verbal communication (Thompson, 2018). Presentation of information must be clear, and well-structured using a PowerPoint or Poster (infographic). 
Feelings: 
My first time presenting to a group, I was nervous, and thought it was all about my verbal communication. According to Thompson, (2018), using appropriate body language and showing confidence is important to deliver a good presentation. Therefore, I feel using the right body language, and maintaining eye contact would improve my presentation skills. 
Evaluation/Analysis:
Presentation skills requires clear and structured information that is presented coherently. According to Leaders in Heels (2014) “Planning the structure of your presentation – and knowing what structure works for your audience – is very important. For your audience to absorb your information, it needs to be delivered in an easy-to-follow format”. With this in mind, the information was clearly presented using PowerPoint slides and was coherent which makes it easier for the audience to follow.
It is paramount that clear images are used to capture the audience, good images are capable of representing lots of information on a slide. However, I feel that while presenting the information, I could be more confident, as being confident would have a positive impact on my presentation and the overall experience of the listeners (Thompson, 2018; Leaders in Heels, 2014).

REFLECTION ON REFERENCING: 
Description:
Referencing is an important aspect of an essay or any academic work. It allows the writer to acknowledge the contribution of other writers and researchers as a way of giving credit to the source of an idea or image and respecting their intellectual property (Dwyer, 2012). There are different types of referencing, the one recommended by my university is Harvard referencing.
Feelings:
Initially, I thought referencing is about writing all the information of the other writers. Now, I know that I must use my own words when referencing other writer’s work to avoid plagiarism. 
Evaluation/Analysis,
Referencing other people’s work gives the writer broader view of a phenomenon and enhances critical thinking. A well referenced essay is an indication that the work is credible and essentially it prevents plagiarism which is an academic misconduct (Bretag, 2017). The ability to write a good reference is a skill that reflects an individual’s research skills. Research skills is an important skill to acquire to enhance an individual’s career opportunities. 
CONCLUSION:
In conclusion, both cover letter and CV complement each other and set out to achieve the goal of obtaining an interview for applicant by answering the recruiter’s demand to fill an open position. I have learnt how to write a good CV, cover letter, using PowerPoint to do a presentation and referencing my reports. 
Gibbs Cycle has been used to reflect on my skills and has given me an insight to how this course has prepared me for career opportunities in the future. Finally, learning how to write a CV, cover letter, do good presentations, and referencing are essential skills that needs further development. 
ACTION PLAN:
To further strengthen this section and ensure that my CV and Cover letter is aligned to the needs of the recruiter, I will select a few skills or qualities relevant to the post from the job specification and demonstrate that these are qualities that I possess, noting that these can be evidenced by the responsibilities undertaken as part of my prior work experience and that these are transferable skills. 
Before putting my CV together for a specific role, I will research the organization online, and through other relevant materials, to familiarize myself with their mission statement, core values and corporate principles as well as to gain a better understanding of what they are looking for in a candidate.
I will also supplement this by conducting independent research to identify any other qualities or values which may not have been included in the job specification but are perceived to be important to the organization. 
My CV will be laid out in sections with headings and will be clear and concise. The document should be in readable font size, with headings in bold, italics or underlined where appropriate.
I will need further training on delivering effective presentations to enhance my presentation skills. Also, I will need to do more research on how to write good referencing to enhance my research skills which would in turn improve my career opportunities.  
Doing the above, will give the employer the impression that I am suitability qualified for the role and indicate the strong desire and passion that I have to join their organization.
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