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The 'Academic and Employability Skill' module has helped me a lot in attaining useful and relevant knowledge for my professional development. This particular module has been significantly effective in assisting me to attain required support for continuing with further studies and employment. In order to complete this report I have reflected and discussed about five topics which I have come across in this module. I chose the five topics as I felt that these topics are extremely crucial for my further development and growth. I have relied on Boud's Triangular Representation reflective model for continuing with this report. Boud's Triangular Representation provides a simple framework for reflecting on experiences. The three stages include experience (description of the events), reflection (unpicking of the events) and learning (impact of the experience) (Johns, 2017). The five topics which I have selected are - CV writing, cover letter writing, academic writing, summarising and analytical and critical thinking.
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The entire module focused on improving the academic and professional knowledge as well as competencies of the learners. The experiences I obtained while continuing with this module are greatly beneficial for continuing with my personal and professional development. The CV and cover letter writing sessions delivered to us during the course have proven to be of tremendous help. During the CV writing lectures the mentor provided effective samples and templates for us to learn important aspects. I found the samples and templates significantly helpful in building my CV and developing it further by following the suggestions of the mentor. Besides the lectures, activities had been given to us which included writing out own CV and presenting it in the class within a set deadline.Similar to the CV writing lectures in the cover letter writing sessions  also the mentor provided templates and examples for better understanding. While following the instructions of writing an effective cover letter I also got the opportunity of learning about job descriptions and the link between cover letter development and job description. We had lectures regarding academic writing or language had been delivered. The classes for academic writing had been divided into four categories. The four divisions include clause structure, sentence structure, paragraph structure and academic essay structure. The lecturer delivered detailed explanations along with assignments and activities. The lecturer provided feedback and suggestions regarding our performance in order to support us in further learning. Like week 2 and 3, week 6 also proved to be extremely important. Week six had been divided into providing ideas about summarising and importance of analytical and critical thinking. This week had been quite essential for me as I learnt many new concepts and aspects which I was unknown about previously. On an overall basis I can say that these three weeks and five topics have been greatly beneficial for me. Reflecting on the experiences obtained through these five lecture topics is going to summarise the learning I have obtained. 
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The experience obtained during the weeks has been productive for me as I got to know about different important information. For example, prior to the module I had improper idea about the usefulness of a cover letter. I had always neglected the requirement of a cover letter and therefore had never given any thought to gain knowledge about this. In fact before starting of the classes regarding cover letter writing I was less excited as somewhere it went on my head that it was irrelevant for my development. But after the first class my viewpoints changed. There was lot to take in from the explanations provided by the lecturer. I learnt that cover letter is an essential component of professionalism. Cover letters provide the opportunity to stand out as a strong competitor in from of the employers (Arkley, 2014). It helps in grabbing the attention of the reader or recruiter and thereby contributes to the likelihood of getting selected for other recruitment stages. The lectures enlightened me that cover letter helps in the provision of an exposure which is necessary for consideration of the CV. Initially I used to think that CV is the ultimate tool to grab employment opportunities. My perceptions turned wrong when I experienced the different dimensions of cover letters. I now understand the difference between a cover letter and a CV. A cover letter provides details about the skills, experiences, qualifications and other points represented in the CV (Innes, 2016). The lecture classes and activities from the CV and cover letter week brought new set of lessons for me. I realised that I am far away from the capability of presenting myself as a suitable candidate to the employers. Then I had minimal knowledge about CV and rather no knowledge about the importance of cover letters. Therefore these two events have been highly influential in my academic learning journey.
The next most effective learning experience for me has been the week six delivering knowledge about analytical and critical thinking. Through this lecture I realised that I had applied basics of critical and analytical thinking in the past but had never observed. This means that I was in complete ignorance about these two essential components of professional development. Before the classes I was doubtful about the contents of the lecture. I thought that how this class was going to help me and would it be beneficial for my academic learning. I also thought how I was going to use the learning form this lecture. At the beginning of the presentation the confusions increased as I was not getting hold of the explanations. At some points I ended up questioning about useless concepts and the lecturer did not bother to answer those. It felt really embarrassing and I asked for help from my colleague. She helped me by highlighting what had been explained so far in a small summary. Gradually with the support of more videos and images I understood the purpose of the lecture. It became clear to me that critical and analytical thinking are processes which we often undertake at the time of taking certain decisions. In addition to that we also use these for solving problems and reflecting on our learning. After the end of the presentation I approached the lecture and cleared certain points which I had jotted down. It turned out good because that time the mentor helped me by explaining the points and also suggested me some sources from which I can gain extra idea about the topics.
One of the letures has been mostly useful as it also included lectures on academic writing. So far I had good knowledge about paragraph writing and academic essay writing and the classes assisted me in revising my knowledge. Prior to the module I had attended some external course on written communications where I had the opportunity of gaining useful insights on paragraph writing, essay writing and sentence structuring. Though I had gained basic necessary knowledge but I used to face problems and confusions regarding the use of grammatical elements like tense, verb, preposition and articles. I had least idea about the appropriate use of clauses and its structure. So, the guidance provided by the mentor regarding academic writing requirements enhanced my writing abilities further. The experience from this lecture topic has also proved to be fruitful for me. The summary writing lessons  were supportive and beneficial as well. We were taught about the steps of writing an appropriate summary. While taking the external I had learnt a little about summarising but had problem in identification of important points which can be considered for the summary. The main problem in my case was my summaries used to get too lengthy. I used to find it very hard to shorten the write ups in an effective summary. The classes proved to be helpful enough in explaining some simple steps which are definitely supporting me. 
Thus, the overall experience attained from the learning journey is satisfactory and positive enough. The mistakes which I made added to my knowledge and the assistance I got during the lectures had provided me with many advices and suggestions to follow for betterment. 
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I learnt many important things from the five topics discussed in the module. For the first time I am able to clearly differentiate between the requirements of a CV and a cover letter. Cover letter is the detailed representation of a CV and gives the opportunity to flaunt achievements, professionals and understanding of ethics in an effective manner (Innes, 2016). This learning created a positive impact on my understanding of professional requirements. During the lecture activities I want not able to perform better with respect framing of a CV and a cover letter. My mentor suggested me to take help of templates and go through a wide range of samples in order to come up with a better one. Thus, I followed examples and was able to submit a decent CV and cover letter by the end of the lecture sessions. I am continuing with the refinement of my CV and cover letter. In addition to learning the different elements of a CV and cover letter I also evaluated that it is necessary to understand own competencies and tally them with the particular job being targeted. CVs are framed as per the requirements of a job because recruiters look for the demanded attributes and do not prefer going through too lengthy cover letters (businessplacements.wordpress.com, 2016). 
Learning from the analytical and critical thinking lecture assisted me in realising that these two areas are equally important to be focused on. It is my personal observation that somewhere analytical and critical thinking is also associated with my CV and cover letter development. I need to think critically and analytically for properly selecting and framing my professional representation through the CV and cover letter. The lectures informed me that analytical thinking is part of the critical thinking process (thepeakperformancecenter.com, 2020). Critical thinking helps in mentally processing and interpreting a certain situation through information evaluation while analytical thinking is all about breaking down of the information for analysis (Alfaro-LeFevre, 2016). Both these areas have not only encouraged me to view decision making and problem solving process from a different angle but also have assisted me in refining my reviewing capabilities and researching abilities (Brown, 2018). My practicing of analytical and critical thinking has enabled me to come up with my learning log and reflective log which are holistically supporting my continuous professional development. 
The academic writing lectures along with summarising contributed towards further refining of the written communication knowledge which I had obtained before. Presently I have less confusion in the usage of grammar and clauses. At the time of classes I took into consideration the suggestions of my mentor. My mentor had advised me to carry out my own research on internet and go through tutorials, online materials and grammar challenges to improve my knowledge about academic writing. I had continuously conducted self-learning along with the classes and both of these have been of great help in improving my writing abilities. Academic writing abilities are important in professional life as proper structuring of sentences, reports, paragraphs, etc. is necessary at workplaces (Bailey, 2017). I am of the opinion that idea about proper academic writing and summarization is also required while formulating CV and cover letter. Thus, learning in all these five areas is interlinked and are of crucial importance for my continuous development. 
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The learning experience in association to the five areas has proven to be of great use and importance for me. The use of Boud's Triangular Representation has helped me further evaluation of my learning experience. Through this reflection I have been able to discuss the positive aspects of the experience and the things I have learnt. The experiences and learning have positively impacted my practices. I have started maintaining reflective and learning logs which play important role in development. I am also continuing with my self-learning as suggested by the tutors in order to make the most out of the module learning. 
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