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Introduction 
Reflection is a very important aspect of learning which allows one gets to critically examine their learning experience, to assess the positive and the negative aspects of learning towards getting to take action and improve their learning from the experiences. Reflection allows the learners to step back from the learning experience and to look at how far they have come from in the learning experience, this way, the learners get to improve on not only their performance under the learning but also improve their critical thinking skills. There are various models which can be applied during reflection such as the Kolb’s model, Gibbs’ model, John’s model, Schon’s model among other models. In this part of the assignment, I will make use of Gibbs’ model to reflect upon my learning on this module covering on the topics of giving presentations or public speaking, cover letter writing and CV writing.
Gibbs’ reflective cycle provides a structure which can be used for reflection in learning. In this case, the model provide a circular framework which is used for examining what went well and what didn’t go well from the learning experience towards improving from these experiences and performing better in future (Cottrell, 2003). Gibbs’ model is made of six stages which include a description of the learning experience; the second step is on feelings throughout the learning experience. The third step is the evaluation of both the good and the bad aspects of the learning experience; this is followed by the analysis step where one make sense of the whole situation, the conclusion stage covers on what one has learnt and the aspects in which one thinks that they would have done differently and the last stage is the action plan where one takes action to improve on the future performance (Gibbs, 1988). 
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The BMSW4001 which is a module on academic and employability skills was developed with an aim of enabling us to develop the Academic and the employability skills needed for success in class as well as the Employability Skills needed at the place of work. Under this module, we learnt making use of various resources, lectures, did various assignments and carried out other activities towards learning through the academic and the employability skills. Some of the skills covered in this module include CV writing, cover letter writing, giving presentations or public speaking among other topics. Under cover letter writing topic, I learnt on what a cover letter is and the elements which should be included in the cover letter such as an introduction to yourself, what you can do for the organization, selling yourself and the closing paragraph to the cover letter. It is under cover letter where we also went through the various job-descriptions and the cover letter formats as well as examples of good cover letters with various readings to learn from. Under CV writing, I learnt on what a CV is, how to develop a professional CV, how to brand myself and what I should include or exclude in the CV. The module under CV writing also provided us with samples of templates which are used when writing a CV and examples of good professional CVs. In this module, I also learnt on public speaking and giving PowerPoint presentations where the module covered on various aspects of preparation, using handouts, opening of the session, how to speak, the use of body language, the appropriate length for the presentation, the needed behavior and how to conclude the presentation. 
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Before learning on this module, I was worried that I might not perform well in my class work as well my employment. Before learning through this module, I had an understanding of very few academic and the employability skills and the knowledge I had was just the basic knowledge over these skills. I had also never known the importance of getting to learn these skills in learning and employment. This module has provided me with a great way to not only have a deeper understanding of these skills but to practice on these skills which have provided me with a good understanding of the skills. Looking back at the module, I now have a very deep understanding of the various academic and the employability skills. I am now very confident that I will perform very well in not only my class work under my academic but also in my future employment in my ideal job. 
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Generally, I have really enjoyed learning through the academic and employability skills module. Most of the aspects of learning through this module went so well while very few aspects of learning through this module didn’t go well. Learning through cover letter writing as well as writing the CV was the part which I enjoyed most as I was so interested on these two areas and I was devoted to learn on every bit of the CV writing and cover letter writing skills. It has always been my wish to learn on how to apply and win a job opportunity and with this learning opportunity, I had to grab and make most out of it. However, very few aspects of learning in this module didn’t go well. Being a poor public speaker, learning on the various aspects of presentations didn’t go well with me since I never enjoyed the topic in general as most of the aspects of giving good presentations are the parts which I am poor in provided that I do not like speaking in public and public speeches usually makes me so tense. Besides that, I generally have a negative attitude towards giving presentations or making public speeches. 
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I later went ahead to do some research on why I enjoyed learning on some areas as compared to others while learning on the module and found very important insights about this. According to Alis (2020), attitude has major impacts on the learning process. Having a positive attitude allows one to be relaxed, to be focused, to effectively absorb information and to remember the learning for long while learning. Having a negative attitude have major negative impacts on the learning process and my affect the ability of one to focus, absorb and remember the information taught or learnt (Kara, 2010). According to Saban (2000), being interested in a topic also plays a very important role in the learning process. Being interested in a topic acts as a source of motivation, allowing one to be focused and pay complete attention throughout the learning process. 
In this module, I learnt on various important academic and employability skills. In this module, I learnt on the various aspects of CV writing such as what a CV is, how to develop a professional CV, how to brand myself and what I should include or exclude in the CV. According to Smith (2021), a Curriculum Vitae (CV) is a document which is used during the job seeking process and provides a summary of the academic qualifications of an individual, the professional achievements and other important professional history. Maund et al. (2017), highlights that while developing a professional CV, it is important to include important elements such as details of personal contact, the personal statement, the educational qualifications, the work experience, your hobbies and interests and it is also important to include the references. It is in this module where I also learnt on the formatting and the presentation of the CV. According to Day Job (2021), a good CV does not have any spelling mistakes, it is brief, well formatted, straight to the point, makes use of bullet points, uses less color and the right fonts and very easy to read to gain the competitive advantage since the employers have a lot of CVs to review in the job application process. 
This module also allowed me to learn on the various aspects of cover letter writing. I learnt on what a cover letter is and the elements which should be included in the cover letter such as an introduction to oneself, what you can do for the organization, selling yourself and the closing paragraph to the cover letter. It is under cover letter writing where I also went through the various job-descriptions and the cover letter formats as well as examples of god cover letters with various readings to learn on the important aspects of cover letter writing. According to Morgan (2017), a cover letter is a form of professional business letter which is used during the job seeking process and provides a brief introduction to an individual and the professional background of the individual. It usually accompanies the CV and provides a summary of the individual and the professional background. I learnt that before writing a cover letter, it is important to do some research on the company you are applying for to effectively come up with a good cover letter. According to Yate (2004), when writing a cover letter, it is important to start by introducing yourself, sell yourself next then highlight on what you can do for the company before writing on the closing paragraph. 
In this module, I also learnt on the various aspects of giving PowerPoint presentations. Here, I learnt on the preparation towards giving PowerPoint presentations, using handouts, opening of the session, how to speak, and the use of body language, the appropriate length for the presentation, the needed behavior and how to conclude the presentation. According to Splane (2006), the most important part of giving PowerPoint presentations is preparation where one needs to always prepare adequately towards giving effective PowerPoint presentations. It is also important to make good handouts when you need them. However, using handouts may come with various disadvantages such as causing distraction during the presentation. I learnt that capturing the attention of the audience requires one to have a very good opening. Anderson (2013) provides that to give very effective PowerPoint presentations, one need to avoid too much word and focus on only the most important points while making use of relevant pictures as reinforcement to the messages and to make the presentation more attractive. I learnt that it is also important to ensure that you use the appropriate length and come up with an effective conclusion during the presentation. 
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Conclusion 
In this module, I learnt on various academic and employability skills making use of the various class activities, lectures as well as the reading materials. I learnt on the various aspects of CV writing such as what a CV is, how to develop a professional CV, how to brand myself and what I should include or exclude in the CV. I also learnt on the preparation towards giving PowerPoint presentations, using handouts, opening of the session, how to speak, and the use of body language, the appropriate length for the presentation, the needed behavior and how to conclude the presentation. This module also allowed me to learn on what a cover letter is and the elements which should be included in the cover letter such as an introduction to oneself, what you can do for the organization, selling yourself and the closing paragraph to the cover letter. However, I feel that I would have learnt more effectively especially under giving PowerPoint presentations and public speaking if I would have developed a positive attitude towards the learning under this part of the module. According to Gardner and Lambert (1972), being an effective learner begins with one developing a positive attitude while learning.
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From this learning, I have realized that the academic and the employability skills are very important towards my learning and my employability. I should therefore work on improving on these skills to perform well in class and during my employment. I should not only read further towards improving on these skills but I should also practice regularly on these skills especially on giving PowerPoint presentations. Besides that, I should work on my attitude over the areas which I do not like such as public speaking and presentations. To do this, I need to always visualize positive outcomes from the learning. I also need to always stay open minded to new ideas on this area which comes my way while setting effective goals and working on them in relation to the learning. 
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In summary, reflection is a very important of learning which guides one towards learning effectively by getting to critically analyze all aspects of their learning while taking actions to ensure that they improve on their skills and performance. In this part of the assignment, I made use of Gibbs’ model of reflection to reflect upon my learning on this module. This covered on both the areas which went well and the areas which didn’t go well through the topics of cover letter writing, writing a CV and giving PowerPoint presentations as part of public speaking. This way, I developed actions which I shall take to learn more effectively in future and to perform better in my learning on the various skills and knowledge. 
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