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Reflective Writing


Introduction

In this reflective piece, I have chosen to cover following modules: Time Management and Employability Skills, CV Writing and Writing a Cover Letter. I felt that these topics were the most beneficial for me for both my personal life and professional career. In addition, I also included in this context the Reflections on Presentation/Public Speaking Skills which is very useful to me especially in my work place as a front desk receptionist in the Travellers Club, London where I meet politicians, ambassadors from different countries, and Presidents/Prime Ministers from countries which are welcome members of the club.

Time Management and Employability Skills

Time management and employability skills are vital for professional development.  In this module, we completed an exercise where we were required to write how we might demonstrate these employability skills in our own work place. This helped me recognize where I was already applying certain skills such as teamwork and problem-solving in my profession. 

What I found most useful from this module was the time management aspect. We learned different ways to balance our time between work, personal life and our studies. For instance, to strengthen my productivity to balance these in my life, I was able to use to-do lists. This helped me a lot in prioritizing the tasks I needed to do in one day. Before this, I would get overwhelmed at the thought of doing tasks and sometimes even forgetting to do some. I initially found it challenging to get through all tasks on my to-do list but when we were taught the acronym SMART “specific, measurable, achievable, realistic and time related” (Morgan, 2017,pp.38-39). I incorporated this when writing the content of my to-do lists, for example, spend one hour from 9am-10am on my task before I go to work. I was able to achieve each task without forgetting any as well. I also found that it motivated me because I felt a sense of achievement when I was able to tick something off. 
From this module, I have also learned to be more aware of when I am best focused so I can use my time wisely. I found that it’s usually the morning when I feel most focused and can get most of my work done. This is most useful for me as it can be applied both in my personal life and when I have specific tasks to do for work or at university. 

Overall, I have seen the value of managing my time more efficiently in my everyday life. I would like to be able to apply reflection of my employability skills more often as this will help me improve my performance at work in the future. 


CV Writing

A CV is a key component of the job application process. It helps employers recognize who is suited for the job based on the candidate’s profile in relation to the job requirements. In this module, we learned the essentials of good CV writing with our main task being to write our own CV and applying these. 


In this module, I reviewed over my CV that I had for years. “After watching the video on “How to Write a Good CV” “ (Ashley, 2011)., it helped me recognise where my weaknesses were in the way I presented myself. There were few things that I needed to improve like for example, my personal profile. I used tips from the module to organize and construct it properly on how to write it more a solid and more concise personal profile. Above that, I realised that key achievements should be on one’s CV and I understand now the needs on how to improve my personal CV and also to give emphasise on my employability skills. Before this module, I had not paid much attention on this.
[bookmark: _GoBack]Using Peter Morgan’s “The Business Student’s Guide to Study And Employability”, I also learned how to structure and present my CV. This includes having a personal statement, working experience, education and qualification and references. Morgan also considers the length, colour, text and overall appearance of CVs (Morgan, 2017,pp.347-355). I have been able to make changes using his advice for example, I summarized my work experience into bullet points. This makes it more concise and clearer for the readers.

This module has been most beneficial in helping me read my CV as an employer which has given me more ideas on what necessary changes to make. It guides me on how present myself professionally and truthfully in my own personal CV. For the future if I ever have to apply for a job, I can confidently say that I am now very capable of constructing an honest and professional CV, to sell myself better as an employee, who can be a suited candidate for specific and target job opportunities.

Writing a Cover Letter

In this module we spent reflecting on what makes an excellent cover letter which became useful later when doing a cover letter in my group business plan to launch Romulo’s Bakery. I have not done a cover letter for a while since I started working in my current employer for the last nine years, and now I learned and I brushed up my knowledge on how to do it again in a correct and professional way. Like with a CV, a cover letter is another essential component of job application process. As we learned in the module, the CV is the bone and the cover letter is the muscle. It gives substance to give employers a clearer idea of who you are as a person and employee. It gives a candidate an opportunity to tailor their experience to the job requirements, showing exactly how they might fit into it.

This module encouraged me to reflect on previous cover letters which I wrote to see if I was addressing key job responsibilities and showing how my skills and experience to demonstrate these. In connection with CV Writing module, it helped me to read cover letters from an employer’s perspective, for example seeing how the candidate links their experience to the job requirements.” I also watched a video on “How To Write a Cover Letter That Recruiters Will Love” “ (O’Donnell, 2017). This helped me identify the strengths and weaknesses of the cover letters which I am sure will help me in the future when writing my own work, or for example, if my friends, family or colleagues need assistance to write theirs, I can provide critical feedback to help them improve. It is also useful for reflecting on your own skills and experience.

Overall, learning to write a decent cover letter is an essential skill to have as it is required for many job application processes. It is useful for finding ways to get yourself noticed from employers and I truly feel that everyone can benefit from learning it and can be a key to a job interview. 





Reflections on Presentation/Public Speaking Skills

Today’s topic
· What was new
· What you already knew
· Evaluate your own presentation/ public speaking skills 

As I have observed others and given presentations myself, there are aspects of presentations I already knew about. This includes things such as really knowing the material you are presenting, having engaging body language and tone of voice, all of which help with captivating the attention of the audience throughout. The most captivating speakers are those who know their topic well and are able to get their message across concisely and memorably to their audience. A good example of this is Former President Barack Obama, an admirable speaker, captivating the audience and always make a memorable speech to the people, to his country, and to the whole world.

“After watching a video about “The Essential Skills Series – Presentation Skills”” (Mendez, 2012). I recognized well that confidence is key in presentation and when speaking in public to an audience, I feel confident provided that I have prepared and gathered all the information I need. I also like practicing my presentation, for example, in front of my wife, kids or friends, because this helps with timing. Having a long presentation can be boring for an audience so keeping it concise is better.
From my experience, solid knowledge of the topic and practice boosts my confidence when presenting. 

In this lesson, I was able to learn new things which I would like to apply and to develop in my own public speaking and future presentations. 

As someone who sometimes struggles with nerves before a big presentation, the tops on overcoming nerves was helpful. Replacing the feelings of being scared or nervous with excitement can help with feeling relaxed before a presentation. There were also other tips such as don’t over prepare by memorizing a script because this makes the presentation seem unnatural. Breathe slowly and consistently. Make yourself laugh as laughing reduces stress. 

I also would like to improve the structure of my presentations. From this lesson, I learned that it is us who deliver the presentation, not the PowerPoint. The PowerPoint should only act as a visual aid because the audience cannot read slide and listen at the same time. I sometimes find myself putting too much on my PowerPoint slides so to overcome this, I will learn my material better.

Finally, I learned how to make an impact to my audience. The focus should be on body language and the way we deliver the content in our presentations. I learned that positive body language that makes us appear confident are more likely to make a lasting impression on the audience. 

I would like to apply these lessons I have learned to my own public speaking to make it easier to relax, connect to the audience when giving a presentation and give a memorable presentation. 









Conclusion

With all the topics I have written and reflected on this learning, I truly believe that each one of the topics contributes to one another. It guides an individual on how to organize, how to construct a written learning study, and also on how to become confident and be professional in their life and careers. This can help with evaluating ourselves as to where and how we have gone far into our professional career and what was the achievement before and after learning this modules. It is most beneficial to our life especially in our professional career path where we usually want to become successful.
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Appendix


[bookmark: _Toc37446027][bookmark: _Toc38653804]Cover letter

Mr.Afzal Munna
Winchester House, 11 Cranmer Rd, London SW9 6EJ 
a.munna@uwtsd.ac.uk 

Dear Mr. Munna,
As a group of highly talented baking professionals, who are currently working at Wright’s Cafe and Restaurant, we are keen to share with you our business plan to launch our own Romulo’s Bakery.

With over nine years of experience in the food industry, we are a committed team with valuable expertise. We are highly capable of preparing a range of baked goods, from pies, cakes, pastries and much more.  After launching our taster batch of our signature cinnamon rolls in 2018, we have been highly regarded by the London Food Awards for our authenticity.  We are always seeking new, innovative and even more delicious recipes to add to our current one. Our team is loyal to the craft of baking, so to open our own bakery would provide us with the opportunity to share our tasty goods to customers of our own.

Ultimately, our passion in baking not only makes us a committed team, but we are confident that we have the drive than can make a difference in the market. Please do not hesitate to contact us to set up an interview to discuss our business plan further. We would love your insight and support from you and we look forward to hearing from you.

Yours Sincerely

Romulo Santillan 
          and 
Talent Baker Team 
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