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1.Introduction 
This academic report will show how I develop my academic and employability skills. I will provide my Personal Development Plan with analysis. I am going to write about how I have changed my CV and cover letter writing. Many times, in our lives, we need analytical and critical thinking to get a better position at work but also this is really useful in our everyday life. We can make a better decision which may affect our future. In Health and Social care, the sector is useful to have a presentation and public speaking skills at a good level. I will discuss and analyse how those skills have an impact on our career. I am going to provide Driscoll Reflective Cycle.  

[bookmark: _Hlk39009254]2. CV Writing
The official name is curriculum vitae. It is essential to write a good CV because this is like our leaflet. The propose of it is to make someone want to meet us. For CV be more interested in the reader we should connect skills and Qualification with saving, making money, saving tame and good looking, for example, we can show how our communications skills save money of privies company. CV also is showing the necessary personal information like name, home address, telephone number, Qualification, work experience. We should include as well as our hobbies and activities. It is maybe not the most critical point in CV, but it will be an excellent show to potential employer us from a more personal side.
Before I start this University, I did not put too much attention to my CV. I thought this is something that I must do to show my name and my qualifications. I work just in one place. I did not take it too seriously. In the end, I thought that no one is reading this anyway.
Everything has changed when I start going to University. I realize that actually this is really important, and someone in the will read my CV. Employers are looking at CVs because they need to know the personal experience and how can a person help them in the company (Amos,2001). It is essential to give correct full details so we will get more trust. If we write incorrect or invalid information, we may not get the job. It will be not good if someone discovers incomplete knowledge, may dismiss us immediately. (Amos,2001). After lectures, I wrote my CV again, and I know that this will give me more opportunities and more job interviews.  
The good-looking CV has to have no mistakes, but have the right format and good layout (Amos,2001). The first impaction is also as important as what is wrote in there. The paper should be white or cream. 
Is not right to put too much text on one page, this will look cramped, and no one will want to read it. In my opinion, the most successive layout is,, functional’’. In this design, we writing fundamental skills and experience, so when the Employer is looking in our CV, he already can get interested in us. Is good to use this format also when we have no experience or no relevant experience and even when we have been unemployed for a while (Amos,2001). Some people do not have work experience, but they still want to apply to the specific work, this may be challenging but not impossible. I am the best example; I did not have any work experience when I apply for my right job. Is good to put in the CV weekend and part-time work, even unpaid voluntary work will help.
[bookmark: _Hlk39009309]3. Cover Letter

[bookmark: _Hlk37795225]     This was a difficult subject for me because I did not have any cover letter. I did not care about it too much because everything was in my CV. When I wanted to apply to work, and they ask for a cover letter, I skip it. I did not know how to write and what to write, but now I have learned something about cover letters, and I see they are essential. Many employers reading this, and they want to know the person, not only work experience and education.
Before start writing cover letter, we should use Driscoll Reflective Cycle.
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When we look to this reflection circle, we can easily sort out, reflect, discover and take quality action. I hear many people talking that they want to have a better job and a better life, but they are no specific what they want to do. I think that’s why many covering letters are poor write. To create a high standard cover letter, we need to know what we want and what we can offer to the company. Take a couple of minutes and visualize us in a specific position.   Is good to have some information about the job and institution. Also, it is good to find out the keywords and high light them. We can get it from their website or from social media. We have to write to one cover letter for one job because every company have different needs even if it is the same position. Also, it is beneficial to put us in,, readers shoes’’. Show them that we understand and we are able to help to improve the company (Harvard College,2019).
The excellent cover letter should have action verbs and active voice. Use technical terms and protentional language. Some sentences should start with,,I’’ and is not in high standard to write too long sentences and full cover letter should have maximum one page. Is important to double or triple check spelling and grammar. Nobody wants to make a mistake in an important document. At the end of the cover latter is worthy of referring our reader to CV.
After my lectures, I have learned that in covering letter I need to show that I match with the position in the company. Also, I can understand what does the company need. I have to show how I can help and how my experience and skills are useful. I am writing my covering letter not for me but for them. They are thinking about the company when they are choosing new stuff. So they do not think if am I good enough but if my skills are worthy of looking at.
[bookmark: _Hlk39009337]4. Analytical and critical thinking 
Analytical Thinking skills are breaking down and examining. It is Important skill to make into small pieces and deal with the challenge. Every one of us is thinking, but not everyone can good analytical think. Sometimes the wrong ideas may put us in problems. People should know how to use excellent analytical believe because if we are looking for work and we have high-quality agnatical thinking, it is highly probable that we are going to be invited to more interviews. Employers like when a new person brings new ideas for a company and have an excellent logical think. For the company, it means that the person can solve the problem with no emotions and judgement.

When we go up on the ladder, our responsibilities increase so we cannot concentrate only on our job but also on other employees and their position every action which we do have some consequences. We can learn it at school and with experience. 
When I was choosing a university, I needed to think analytically, and I had a lot of questions in my head which I have to discuss. For example, where my son will be while I will be at university? I needed to check the top side and bedside of each option and decide.  As we are students, it is an excellent time to develop and practise our skill. For example, when writing an assignment, we need to choose analytically a piece of information which we are going to use. Internet is full of information, so we need to check good and bedsides and think about what suits us. Like this, we as students practising and getting experience in academic life. It is also beneficial after university when we will have to choose work. Not every jobs or position are for everyone. More difficult, then choosing work is learning something new. In that case, this is good to ask someone who knows about the subject because we will not practice critical thinking by listening. When we are asking questions, we actively engage with a specific topic, and we can make our point of the subject. This kind of exercise is called inquiry-based learning (The Open University Walton Hall,2008).
It is what everyone should do to improve critical thinking. Everything starts with a theory like books and articles. Then we start using this knowledge in our everyday life after the day of work analyse 2 or 3 situations and try to find out the problem. The issue may be, waking up too late or unnecessary phone calls etc. In the end, we should solve the problem, think what we should do to get to goal and do this exercise regularly until we fill comfortable with it.  
   “Analytical thinking is the ability to gather and analyse information to understand complex situations and solve problems”(Success,2019).                
Critical thinking is interpreting and explaining data. It is a challenge for most people for many years because it is challenging to show valid argument and recognise fake news. For useful critical thinking, we should have enough knowledge for the subject.
[bookmark: _Hlk39009365]5. Presentation and public speaking skills
Most people are getting nervous when they think about public speaking. I am one of them. I do not like public speaking unless I know everyone in the room, and I feel comfortable. Most of the time I am scare bout my English, how I look like or if presentation which I did have enough knowledge. Sometimes when I have to speak in public, and everyone is looking at me, I feel paralyzed, and I forget everything that I have to say. So, at that point is good to keep calm and ask ourselves some basic questions, for example,, Why we do this?’’ Or,, For what we do this?’’  
Before we start the presentation, we need to remember that This is not about us. Those people want to hear and see some information’s, and they did not come to check what we have dressed or how we look like. Most of the people have to learn public speaking. Is good to practise on a small group of friends before we go to speak to one or two hundred people. For feeling more relaxed, we should take a deep breath. This is the easiest way to control our body and emictions. Focus on facts, no fear (Nikitina, 2011). When we are focusing on topics and positive tasks which will talk about, we can make our head busy so the stress will go aside.
Also, it is essential for our body languages like posture or facial expression. Beneficial is staying positive and confident with a smile on the face. People will get more infested and involved about the subject which we are talking about. They will see that we are excited to be there. Also, we with our energy, will engage and connect with people.
After the lecture, I think public speaking is not that difficult. Where we practice can be smooth. If we are scared about it, the best thing to do is exercise and getting experience. I will try to do as much as is possible of public speaking in my workplace.
[bookmark: _Hlk39009395]6.Conclusion 
I get so much knowledge about the topic which I mansion before. I get more familiar with CV and cover letter writing. These two topics were the most surprising for me, and just after these lectures, I realize how important they are. I have still so many subjects to explore before I reach my dream job, but I know that after this academic year, I am much closer to my goal.  
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