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This report covers the personal experience in module learning. The report shows the CV writing, cover letter preparation, PowerPoint learning, and referencing learning under the Kolb's reflection cycle in the learning process. However, it has been recognised that learning from these attributes has strengthened my personal and professional development. While reflecting on this course module's experience, I realised that I utterly enjoyed this process, at least most of it. I am an individual who has a passion for learning new things and attain more knowledge in and out of the classroom. I am sort of person  who is passionate about learning new things that involved my utmost and my future career, which is why I took this process hopefully, I will come out in flying colours. Despite the fact from the beginning I had no idea about this course module, after spending two terms in this university on this course  I can now say I know more than I ever could have hoped about  this course modules
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Academic and employability skill is vital for a student in his or her academic career. Employability skill is the skill that helps the employees in their work to increase their capability. There are many attributes that a student has to develop to be successful in his or her professional life. These skills are communication, teamwork ability, problem-solving, technology, etc. (Almeida, 2018), which are essential for students to develop themselves personally. Some of these skills are build-up by the academic framework. This report will discuss reflections of the learning outcomes of cover letter writing, PowerPoint presentation, reference writing, and CV writing based on Kolb's theory of reflection.
This module has been a challenging assignment and knowledgeable fulfilling, as I have learned so much and acquired several skills and knowledge by undertaking this module. Before starting this module, I had less experience about referencing, cover letter writing, CV writing and PowerPoint presentation. Thankfully, with this module, I can now reference the sources I reserache my information by giving credit to the authors and paraphrasing or summarising other people's ideas accurately to avoid academic misconduct and plagiarism. Besides, I have acquired knowledge of writing a professional CV and Cover letter when applying for a job. Presentation skills are vital in almost every professional perspective, and I feel that the presentation part of this module has helped me develop my communication skill.
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Cover letter writing is vital in professional life. A cover letter writing is a professional letter an employee send alone with his CV or Resume to a company or  Business when applying for a job. The cover letter is essential when applying for a job as it introduces you the potential employers and summarises why you are suitable for the position or the job (Finlayson, 2019).  It is business writing, so We need to be careful when writing a cover letter. A cover letter is not meant to repeat what is on your resume or CV. I have learned a lot about cover letter writing from my class lectures and gather the concrete experience. I have understood the cover letter in the class and why it is so important in professional life. It is essential to know what is cover letter writing and its importance. I learned from this lecture that there are three paragraphs in the cover letter, and each section contains different things to write. Before writing, it is crucial to figure out which person I will write to and use dear sir or madam for greetings (Moss, 2018). In the first paragraph, I need to write an introduction about myself where I need to write about which position I am applying for and the source of knowing the position. There are some websites where I can search for jobs that I learned from these lectures. In the second paragraph, I need to write about my previous experience of the job and skills and capabilities that meet the demand of their job position (Hind, 2018). Here I learned that every job needs some specific skills that made me suitable for the job. In the third paragraph, I have to make them believe that I am the one that is suitable for the job. So, I have to research the company's current state and culture to relate it to my ability to work there efficiently. A final paragraph called a call to action to express my gratitude for reading my cover letter and appreciate it if they called me for an interview. These are the abstract conceptualise experience that I reflected through my observation and will use it in practical life.
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I have the opportunity to learn how to deliver an effective PowerPoint presentation through my lectures, and the substantial experience that I observed with reflection is terrific. I learned that the PowerPoint presentation had helped me develop my verbal communication skills more efficiently, and there are nine ways to prepare myself to deliver an effective PowerPoint presentation. Firstly, I need to make a pre-talk presentation. It is crucial to arrive early to set up and test the equipment for my presentation. I need to wear a suitable dress for the presentation, and the devices should be turn off during the presentation otherwise it will be an awkward and disturbing ringing phone in a presentation time (Johnson, 2020). I also learned that giving handouts to the audience will be a disadvantage as the audience will read ahead of me will make the presentation boring and ineffective.  So, it is better that I am not using flyers too much.
I can make my presentation more effective by using the way of an opening. It is the way that I briefly talk about the topic to get the audience more interest to listen to the topic. It will be wise to summarise the theme of my presentation but need to be careful about not doing any improvising. I can make my presentation more efficient by making my voice clear and proper (Robert, 2020). During the presentation, I need to make my voice more soothing and make my voice distinct so that everyone can hear properly. I need to repeat the information of critical which will catch the interest. During the presentation, my body language is very crucial; otherwise, the audience will lose interest. I need to maintain eye contact with the audience always. It is better to take questions after the presentation ends. Otherwise, it will not look good taking questions during presentation giving. I need to practice making the presentation shorter to make it more useful to the audience. Lastly, I need to summarise my conclusion by giving the main ideas and throwing questions that make it better. This will be my abstract conceptualisation (Behrman, 2018).
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Referencing is vital when it comes to academic writing. When writing an academic paper, references need to be maintained so that an academic copy can be different from another student (Streeter, 2018). This module has contributed to the new knowledge I have acquired about referencing. It has also made these learning outcomes into concrete experiences, and then I made it into a reflective observation. First of all, I learned what the difference between referencing and plagiarism is. Some of the students are having misconduct about these topics, but thankfully I have cleared this module's misconduct, which improved my referencing ability. I have avoided academic misconduct about the term called self-plagiarism, which means reusing my work of students from other evaluations without reference (Zarro, 2018). Also, I have prevented some other misconducts, such as collusion, patchwriting, and many more. I need to avoid plagiarism; otherwise, all the assessments will be conduct failed
Additionally, to avoid plagiarism, I always summarised, paraphrase and referenced my sources of information by acknowledging the authors' ideas.  In academic writing, composing without a reference is viewed as your idea, which is regarded as academic misconduct. This is my abstract conceptualisation as per Kolb's reflective cycle. Referencing accurate is an essential skill and while writing the assignments, acknowledge other people's writing or ideas as the source of reference is the wise thing to do. There is a software service of UTWSD that provides the library service that helps give guidance for my reference (McElroy, 2018). There are many referencing methods, such as the Harvard referencing system, the APA format referencing system, and many other referencing forms. The different universities had different types of referencing guides which I had to maintain. There is a crucial part named bibliography, where all source of reference is being consulted in the referencing. I had also done some of the practice of doing proper referencing in the class. After learning this, I had done my active experimentation, which means I applied to my academic assignment. The result is satisfactory. I had done referencing pretty good, and there were no mistakes in this. This lecture helps me to understand referencing well and also made me an expert on it.
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This document is crucial for a job seeker and employer because CV tells about someone and their capability. With this module, I have acquired skills and knowledge of writing a good resume that will convince employers that I am a suitable candidate for the job advertised. Besides, this module lectures have thought me the meaning of CV: it is a document sent to employers by writing your skills, work experience and your qualifications to convince that you're the suitable person for the job to progress to another phase of the interview
 (Yawson et al., 2020)  There is a consistent list of my skills, knowledge, attributes, and other things in my CV. Then I have the reflective observations of new CV writing experience by understanding what is needed to write in a CV and what is essential. There are some examples given in the class to understand the concept of CV. I know that I need to put my personal information in a CV: my name, home address, email address, and mobile or phone number (Finlayson, 2019). Then I have to write my CV statement where I need to write a precise not more than two to three sentences or three lines about my saying. Then I have to write my educational background, which is my qualifications title, the title of qualifications date, and also, I can add my other qualifications list. Then I have to write my work experience where I need to write about my experience of working. If I did any work, I need to put that and the date of that working which can be month or year. The more work experiences, the better. Then I need to write hobbies and interests of my own so that the interviewer can understand that I am more than my job and study. Here I write about my hobbies and my interests that motivate me to move forward. Finally, my CV has been done, but I need to add a reference, and it can be a former employee or any tutor. No student, friend, or any relative is on this list. This gives me an abstract conceptualisation of what to maintain in CV writing. I also researched the CV writing and applied for a part-time job where I got selected because of my efficient CV (Robert, 2020).
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Academic and employability skills are the key elements that made a student's progress to be more experience in their career as well in the future. Academic learning outcomes give the students benefits to make them more capable of the future and upcoming career life. The learning outcomes of the CV writing, reference, presentation in PowerPoint, and cover letter writing are the ones that help to move forward to live and become more efficient in professional life. And to be successful in a professional career, this learning outcome will be the elements that enhance my skills and capabilities to move forward. 












[bookmark: _Toc60612868]3.0 References
Almeida, R., Robalino, D. and Behrman, J. (2018) The right skills for the job?. 1st edn. Washington, D.C.: World Bank.
Finlayson, A. (2019) "Developing a reflective practice model", Reflective Practice, 17(2), pp. 87-99. doi: 10.1080/14623943.2015.1134470.
Hind, D. and Moss, S. (2018) Employability skills. 1st edn. Sunderland: Business Education.
Johnson (2020) Skills for work - BBC Bitesize, BBC Bitesize. Available at: https://www.bbc.co.uk/bitesize/tags/zkh292p/skills-for-work/1 (Accessed: 27 December 2020).
Robert (2020) Graduate careers: the importance of employability skills, the Guardian. Available at: https://www.theguardian.com/money/2012/jun/08/graduate-careers-employability-skills (Accessed: 27 December 2020).
Streeter, K., McElroy, S. and Zarro, V. (2018) "Enhanced skill building", Academic Medicine, 72(5), p. 438. doi: 10.1097/00001888-199705000-00071.
Yawson, D. et al. (2020) "Inculcating Employability Skill Sets in Undergraduates Through Employability Embedded Courses: Students Experience Anatomisation", Archives of Business Research, 8(6), pp. 165-179. doi: 10.14738/abr.86.8480.

9

