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Introduction 

In this this report I will examine my thoughts on three main chosen topics from Academic and Employability skills Term two module. I will analyse the following topics, Cover letter writing also Public speaking exercise, and Reflective writing that I have studied. I will be analysing the impact it has had on me including the good, the bad as well as the mistakes I have made.

I will be using the Kolb’s Cycle Model, which is my most preferred model of reflection the first stage is the experiencing stage which mostly covers what actually happened, involving me in what events took place in class, on my own whilst completing assignments set by the lecturer. The second stage is the reflection stage which requires setting back from the task and evaluating, analysing critically examining the event and how it made me feel. The third stage is Developing a thought stage (Conceptualize) it involves developing an understanding of what happened by gathering more information and clarifying the events and understanding the connection between them and finally the fourth stage it is apprehensive with taking this new understanding and using it to discover and try out new ideas.

An Example is in the Cover writing section as well as the other two topics chosen by me in Kolb’s Cycle Model I will examine my thoughts and feelings including what I have learnt whilst studying this module, I will also get into detail information needed on how I gathered information in order to complete tasks set successfully.

Cover Writing 

I was able to benefit from the group tasks my class group 12 were given. In-class groups were divided into smaller mini ones my group looked at a chartered Management Accountant: Job description, we had to wrote down into the notes section possible employability skills obtained from the example given to our mini group that is needed for the role of Chartered management accountant jobs. 

It was interesting that from reading a job description I was able to highlight what the recruiter was essentially searching for, what it is that must be include when writing a cover letter. I learned many ways to include what the recruiter is seeking. I have written a CV before however I did not know the concept of Cover letter writing and the big role it would had on the persons reading it.

However now I am able to summarise into context what is expected from me so that I am then able to apply for the right job or even recruit the right candidate in the future. There was another in class-task given to my class we individually had to make a list of abilities that were relevant to us concerning the knowledge, skills, attributes and more if applicable. Followed by a video we watched in class “How to write a CV in 2020 [Get noticed by employers] (2020), this was very effective for me as I am a visual person, I was able to make notes on what were the most essential attributes needed.

This really helped me in writing a cover letter and boosted my self-esteem. I am personally able now to search for a job then by reading the job description carefully I can make a list of essential skills, attributes, needed so that I can apply them to my cover letter for the job role that I am applying for.

Whilst I am confident in Curriculum Vitae (CV) Writing, I had never written a Cover letter before I studied this module, I have previously come across certain job applications that have requested it a cover letter whilst other job stated it as being optional to insert. I have further developed my skills and abilities since doing this module in class I received first-hand support and guidance from my lecturer one-to-one guidance when we were tasked to write a cover letter I wrote mine in my study time, using everything I learnt in class I presented my work to my lecturer including the whole class the feedback was superb there were some mistakes I had made concerning the Dear part and the ending also instead of sincerely I have since made the changes advised to me by my teacher. 

In class we Looked at examples attached by the lecturer How to write a winning personal statement for you, by CV Laura Slingo Prospects (2020) The whole class participated it was very enjoyable and since I was able to present my first ever Cover letter. 

Public speaking practical exercise

The task was set as a homework task for all members of my class to prepare to deliver a short 2-3 minutes presentation with the title, “The three biggest achievements of your life.” 
Prior to the task being set my; 
· Class watched videos 
· Class wrote in the class’s notes section who we consider good presenters. 
· Class discussion after watching the inspirational videos 

I began my assignment dishearten, I was certain that I did not achieve anything yet, so I took a day to think about it. I know my kids are my biggest prize possession however feeling unsure I googled, “Meaning of achievement,” The following definition of achievement captured my interest, “Achievement is something that you did or got after planning and working to make it happen.” Cambridge University (2020).After careful consideration and feeling pleased with my findings, I began drafting in which I concluded that I do have at least 2 big achievements, which are more than enough the first was family which include my two beautiful children second was getting accepted at UWSTD as I have previously dropped out of University with the birth of my first child he automatically became a priority of mine. 

Going forward for me to get accepted into The University of Wales Trinity Saint David, after building a family is a blessing was for me an accomplished in my life. So how did I present my 2 biggest achievement’s? Well I had drafted my script (speaker notes) rehearsed it, I then went opened a fresh blank Microsoft point. I then rapidly created 4 slides with PowerPoint the first I put the title of the assignment with an inserted image, I kept it simple to give my audience (my class) a short introduction. When I presented my work, I explained that I would only be speaking about 2 of my biggest achievements. I also kept slides 2, 3 short and simple I numbered slide 1 and applied the same method to slide 2 numbering, I then inserted a text box which highlighted the purpose of the slide I then wrote my achievements in the text boxes. I then added suitable images in both slides 2 and 3. Then on my last slide 4 I inserted one image which spoke about my future goals as all students including myself are studying the same degree course, we all have the same desire which is to progress and graduate. 

This future goal I was 100% sure that would boost self-esteem of my classmates and it did. Looking back, I was really proud of my presentation of the impact it had on my whole class including myself. How did I deliver my speech? I kept it simple and focused on the positive sides of my achievements I expressed my achievements by telling stories about my life, and my prized possession my children. I was able to gain the attention of my class which resulted in my group becoming connected to me as I gave my speech. Also, I had my camera on which helped me very much as I used gestures to communicate as I maintained eye contact with my audience, I really felt that through the constructive feedback I received from class members, I
captured my classes and lecturer’s attention this has had an enormous highly practical effective impact on me.

Reflective writing 

In class my group and I watched a video called  Reflection Models which outlined 4 different reflective models then a task was set for us to do by our lecturer which was that we had 45 minutes to do our own reflective writing of this module and to put our reflections into our own student folder which had our name in the class notebook, if we could not do that we then could write it on a piece of paper and email it to the lecturers email address.

The method that I chose was the Kolb’s cycle which was very intriguing as it is my Usual method of writing. Which I have gone into more detail about in the introduction section.
I felt this was a very great method to learn about as it simplifies reflective writing and makes it easier to understand and to apply the method. Watching a video visually was very beneficial for me as I am a visual learner, I am now able to write reflectively and if needed go back to that video viewed in class.

Conclusion 

In summary of Cover writing and Public speaking and reflective writing I have concluded that watching videos doing research is very essential it is also important to research a job role and not just apply for a job. When presenting to a group class it’s a good idea to look at examples so that you present a presentation that captures the audience. If you are doing reflective writing make sure that they are your own thought, research the topic be confident and you will be fine I have added in the reference which link I used.
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Cover Letter

[image: A screenshot of a social media post

Description automatically generated]

image2.png
Flavia Mateus

1D SPORTS
Unit8 Liberty Shopping centre: Flavia Mateus
Romford o7

RM13RL BUSINESS.
25/06/2020

Application for the position of Sales Assstant

Dear Hiring Manseer,

My name s Favia Miateus and | am wrtingthis cover eter to xpress my ntrest i the Sles Assstant position.
Rave plnty preious sales experience and a proven track recod of success i reaching sl targets an goals. |
belove | hav th il neede to successflly execute all dutes assocated with the postion.

o shortly introduce myse, | am a results.crentated ndividual determined to peform exception! wrk whie
delveinggreat valu and excllnt commurication sils and senices to customers. I my previous ol a  Sles
Association for Primark, Tie Rack, was responsible for the compleion of vaious task, uch 53 pramating new
products, creating profesional ales preseniations and reports, and identiying and resoting any customer
problems.

Besides that | spent most of my worktime providing assstance and recommendtions o customers, ensuringthat
their reqirements and needs were always flly met. For my great work and achieved results, | was swarded
Employee ofthe Month which was an excellen satisfction for all theeffrt and hard work | ahays sriveto put
into achieing my goas.

00 o of my work etic, | am a very crative person who ke coming up with new solutions and enjoys working
in fast-paced team environments. | am  natve Portugese speaker however aso proficet n Englsh.If gt a
chance to o your team, il be coming o you with welldeveloped criticlthinking an solin problem sobving
sl strong atention t detai, and an important abify to acapt to change and learn from mistakes. | have
‘xceptional computer skl  have extensive knowiedge o other software programmes, forexample, Coupa(s P28
soluion and othrs. 1 beleve that ths job would be a great opportunty for me to row bothprofessionally and
personaly.

Thark you fo your consideration

Kind Regards,

Favia Mateus





image1.png
Pritysgol Lymiru
% Y Drindod Dewi Sant

S University of Wales
Trinity Saint David

3




