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The purpose of this report is to understand that what are the different sets of academic as well as employability skills that are important in order to excel well, particularly in relation to the prospects of career and also engage in the process of reflective thinking in order to understand one’s true self and then use it to portray how best to showcase oneself when it comes to one’s career aspirations. This entire report is broken down into certain types of key components, wherein reflection is done on certain components, this includes topics like what is the importance of the system of referencing in general and how that can be applied to one’s assignments in order to make the reader understand how valid and genuine the sources are, this is followed by the process of summarization, its importance when it comes to the fact that how summarization is much different than the stringing together of different concepts together, but also takes into account the analysis that is done and critical evaluation that is also done. This is further followed by a thorough analysis of the Gibb’s models of reflection, its benefits and also how it can be used by someone in this field to be able to increase their employability skills and this is finally concluded by understanding what are the key elements of a cover letter that needs to be kept in mind. All this is followed by a brief conclusion.
[bookmark: _Toc56925477]Gibbs reflective model
The mode of reflection that has been used in the preparation of this report is the Gibb’s model of reflection. 
Gibb’s reflective model helps in the formulation of a type of framework which helps in a variety of situations, like the process of examination of experiences and also the purpose of analyzing different repetitive experiences and helping one in understanding that what are the things that went fine and what are the things that have a scope of improvement. 

[image: ]
It can be said that there are roughly 6 different phases which can be encapsulated, this can include the kind of description that the certain kind of experience will entail, what were the thoughts that were expressed during the particular process, followed by how the experience can be evaluated on several factors which can be both good as well as bad, which in turn is followed by an in depth analysis of the situation, which can make one believe about the results as well a conclusion on what were the learnings of the entire exercise  and what were the other different factors in which one can do things in a different fashion and finally will end by the formulation of a plan of action which will help in understanding how the situation can be dealt in a better manner in the later phases. 
I have used this model of reflection to try and analyze the key learnings that I have obtained throughout the course of this module. There have been certain factors that I have tried to understand and I have also found out that my initial perception of these factors is radically different from what it actually is:
[bookmark: _Toc56925478]Referencing 

In this course, I learnt the art of referencing and also came to understand why it is of importance. I understood that referencing is of utmost importance when one is in the process of the submission of various types of academic papers as it lends to the authenticity of the source and also lends credence to the credibility of the source and helps the reader understand that all the components and the facts that are presented in a particular paper are well researched and they give credit to the author for their finding. (Pears and Shields, 2019). Initially, I was not able to comprehend the entire process and did not quite understand why it is so important to reference the papers, and then after the course and after the process of reflection, I found that any paper is not complete if the proper credit to its authors and also to all the sources from which the information has been taken is not given, and this was a major learning that I had from the course (Bailey, 2017)
[bookmark: _Toc56925479]Summarizing
It is extremely important how well the summary is written after the process of researching on a particular work as it helps the other person or the reader who is absolutely new to the field to understand and grasp the content at one go. (Allahyari, et al, 2017). Initially, I was of the opinion that the art of summarization is just the process of stringing together different types of concepts from different sources and presenting it, but after properly reflecting on the kinds of learning that I have had in the duration of this particular course, I have come to the understanding that it is an art to summarize anything properly as this process does not only involve just telling the information, but also the process of analyzing all the different types of information and data that is given and to be able to convey a good and a strong story and message, as the entire snapshot of the previous work is presented that can also support the process of making decisions. (Nenkova and McKeown, 2012) Many a times, I realized that the work that I would be doing can be used by the senior management to understand the situation and make quick and speedy decisions, hence it is of utmost importance to understand and analyze what are the important factors and the key data points that need to be presented, and also what are the facts and the factors that can be clearly omitted, as all the data which is waste and when that is omitted will not have any effect or even make a difference in any way. This is one of the most important concepts that I have understood in this course, and this is what I have applied to other courses as well, after reflecting thoroughly on that.
[bookmark: _Toc56925480]Reflection:
I have spent a considerable amount of time in the process of reflection, and for the purpose of this report, I have used the Gibb’s model of reflection to be able to understand what are the key learnings that I have had in this course and be able to absorb the effect and the impact of these learnings. I learnt in the Gibb’s model of reflection that my learning can be broken down into certain key components, which will include the kind of description that the certain kind of experience will entail, what were the thoughts that were expressed during the particular process, followed by how the experience can be evaluated on several factors which can be both good as well as bad, (Barksby, Butcher and Whysall, 2015) which in turn is followed by an in depth analysis of the situation, which can make one believe about the results as well a conclusion on what were the learnings of the entire exercise  and what were the other different factors in which one can do things in a different fashion and finally will end by the formulation of a plan of action that will help and serve as a check point when I am taking other decisions. (Husebø, 2013)
I tried to understand what are the different types of experiences that I have had and tried to analyze what are the different systemic experience that I could classify it under. As this kind of reflection helps in understanding the various processes of reflection in phases, this helped me in thinking in a more cyclical process about my experience and I could devote more time to each phase and it also helped me in the process of becoming more aware about the way I conduct things, and this kind of realization will indeed help me in adjusting my behavior and sometimes even my way of thinking (Wain, 2017). After the plan of action is formulated, the cycle is again completed as again the factor of description comes into the picture. In this way, Gibb’s model of reflection helped me in understanding what the ways in which I am going wrong are and what I can do to reverse it. 
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Creation of a good and powerful as well as compelling cover letter was another element that I have learnt as a part of this course and one learning that I wish to incorporate in all other aspects of my life as well in order to enhance my skills of employability. I learnt the importance of a good cover letter, as it helps in telling a unique story about myself, my strengths and also the kind of value that I would be adding to the work that I will be doing. It helps in the employer trying to gauge if the person who has sent the cover letter is actually worth interviewing for and hence that is a component that needs to be taken into account while preparing for an interview. Most of the times what happens is and it is also a well-known fact that an employer spends around 10 or even 15 seconds to analyze a cover letter. He generally looks for certain types of key words that may signal that there would be a role fitment and then if in the cover letter the person sees that there could be a sort of alignment with the role then he or she proceeds to take a quick glimpse of the CV and if there is again an alignment and a fitment, then the person is called for an interview (Moustafa, 2015).
Initially, I used to be of the opinion that how the process of drafting a cover letter works is that a brief profile summary of the person is required along with certain details, but here, in the duration of this course I learnt that drafting a cover letter is an art and there are many different types of pointers that need to be kept in the mind when one does it, as a simple difference that can occur in the style of writing can make all the difference in the process of recruitment. 
I learnt to weave a story around my past experience, making the story compelling by using the right verbs and also trying to understand what are the factors that will drive the process of recruitment in a particular job and this would in turn help me in understanding how best to narrate my own experience and see how there would be a fitment with the role, and hence in turn increase my employability skills.
[bookmark: _Toc56925482]Conclusion 
During the course of this course, I have leant a lot of ways that will help me in the enhancement of the employment skills. I have also tried to reflect on the various learnings that I have imbibed and have realized that I have learnt much more and my analysis has definitely improved. I have learnt the art of referencing, of reflection, as I have sued the Gibb’s model of reflection to try and understand that what are the different areas in which I can make improvements and that there can be learnings that are involved from both types of experiences, good as well as bad; apart from these , I also learnt that there is a good way of drafting a cover letter which will ensure that the story which is being said is very compelling in nature and also I have learnt the art of summarizing well, in which case it becomes easier for someone to try and understand the gist of the matter by having a quick and sometimes even a cursory look at the data. Hence, it becomes important to try and understand what are the key elements that definitely need to be factored in the report or the summary and what are the certain elements that can be clearly omitted. My previous misconceptions regarding what are the best ways to conduct these processes have also been rectified and I shall incorporate these learnings through the course of my professional career. 
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