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INTRODUCTION
	I will present you the importance of a good CV writing, a good public speaking and giving presentation and summarising; I will mention the problems that I have faced in my past experience but mainly focus in how this module helped me to discover more about myself in those fields, and also how I am improving the way I structure them in my personal life with a professional purpose, referencing different articles from people with lots of experience in job research and recruiting agencies.
















PROCEDURE
	I found quite difficult explain my research and attach it to this report in a clear way and understandable. So, I use a reflecting model to do it (DIEP) Describe what happened, Interpret the events, Evaluate the effectiveness and Plan for the future. But before that, I did a deep brainstorming based in my experience, in a theory through my research, and my personal beliefs about this matter; this helps me a lot to organise the main points I wanted to explain, and how to write it down for my audience through DIEP reflection model explained above. (Academic Skills, The University of Melbourne, 2017).

[bookmark: _Hlk69101732]	Dr. Jacquelyn P. Robinson mentioned in his article The Workplace on September 15, 2000, for the Alabama Cooperative Extension System that “The two greatest concerns of employers today are finding good workers and training them. The difference between the skills needed on the job and those possessed by applicants, sometimes called the skills-gap, is of real concern to human resource managers and business owners looking to hire competent employees”. 
After I read this article carefully, I asked myself “is there a real skills-gap?” or the applicants did not explain properly themselves, or they did not accurate their real skills in their CV, or simply they have got nervous at the time to present their project or did not organise it properly. This reflection gave me the curiosity to find out more about the common mistakes that employees make at the time to find a job.







FINDINGS
	In this part I will mention the different topics or employee statements, that I found more important at the time to be employed in any kind of job.
Public Speaking and Giving Presentation
	There is an entire world on internet about how to give a good presentation and about how to talk in public, specially now, with all of these “money-makers-coachers” that in my opinion the only thing that they want is money, not to help the rest, simply easy money; but a part of my personal opinion, I would like to share with you a very rich information that I found from a crucial world leader that maybe sounds familiar to you, “about who you were thinking?”, yes, you are right, the master of masters, Steve Jobs. My research it will take us from the main problems to simple solutions, explained by people that made their thesis based in their personal experience through the years, and obviously, Steve Jobs, who made from a simple presentation, the engage of most of the population in this planet.

	Andrew Smith for The Guardian (2015) in his article: How PowerPoint is killing critical thoughts, made a very important point about what not to do during presentations and how these poor presentations are affecting the audience and students. He remarks how easy a lecturer can be lost and how they made presentations with just a few words and lots of bullets and lots of slides, basically this new world of presentations made him anxious, he cannot accept that big problems and important information are storyboarded. I will say that he was way to critical, but I experienced also his criticism in my own skin, I was bored in too many meetings and briefings and I felt that some of the lecturers made suggestions and contentions as conditions, he said, “they appear to have no owner at all”; I found very funny an affirmation that he made “the presentation is not a movie, and usually the lecturers are not Brad Pitt”. His article took me to another more bright and more encouraging.
	Carmine Gallo (2012) for Forbes, in his article: 11 Presentation Lessons You Can Still Learn from Steve Jobs, wrote about leadership communication to grow sales and build brands, and in his article, he wants to share the presentation techniques that we should copy from Steve Jobs in his iPhone launch in 2007. In general, he was mentioning the importance to transform data into a context, to make it memorable and relevant to your audience. But, as Steve Jobs did in his presentation, without using the word cool, amazing, or gorgeous, he made the public believe that the product it was cool, amazing, and gorgeous, “how?” Been excited about his own idea, I think this is a common mistake from every presenter, during our class I felt it, many of my colleges did not believe in their selves, so, as Carmine Gallo mentioned, nobody else did.
	Carmine Gallo mentioned 11 lessons that we should learn from Steve Jobs, but I will not mention all of them, only those that I think are more relevant and more engaging for the audience, giving examples of my professional future:
	-Introduce a villain or a problem and sell the benefit (introduce the hero). I found this point very interesting; in future, I would like to be an important music producer, so, how can I engage people into my project? An option will be presenting how boring are the present music scene with all the examples that we already know, as these young gangs showing their dogs and blocks in music videos, or this reggaeton artists that based their entire carers in love stories and sex fantasies – the villain- . And then, find a hero, introduce a new artist that will show another perspective of young generation real problem. 
	-Prepare and practice excessively. Gallo is giving the example of how hours and hours of practice made Steve Jobs looks shining, spontaneous, and uncomplicated. 
	-Have fun. This point it was my favourite, how can I pretend for my audience or my future employer to have a good time, if I am literally suffering? It is one of the main themes to consider. 
I think that the most important key aspect of my research about Public Speaking and Giving Presentations is that you must be confident, if you are not confident, barely you will success, and to be confident you have to practice, all this with a sense and passion, also well structured. 











C.V writing
	A CV is a document used when applying for jobs. It allows you to summarise your education, skills and experience enabling you to successfully sell your abilities to potential employers. (Jemma Smith, prospects, 2021).
	I based my research in an article that Siri Hedreen wrote for Business News Daily in 2019, 20 Resume Mistakes Keeping You From Getting a Job (and How to Fix Them), She is a graduate of King’s College London, and she attached in her research lots of useful references from different recruitment agencies, also an extremely important survey that Amanda Augustine made for Top Resume, that can conduct us to a closer look in how the employers are refusing to hire most of the people, just because their CV mistakes. We will be able to confirm if the “skills-gap” that Dr. Jacquelyn P. Robinson was pronouncing in his research for the Alabama employers and their difficulties to hire the right person with the right skills has something to do with CV mistakes.
Let us start with the survey and the results, and then we will comment them:
Find attached the harvest from TopResume’s remarked on Talent Inc by Lisa Hagendorf, this survey is telling us the top 10 resume deal-breakers, 379 former and current recruiters were asked, and those are the results:
· Spelling and/or grammatical errors (79%)
· Incorrect or missing contact information (52%)
· Unprofessional email address (46%)
· Outdated or irrelevant information (hobbies, age, marital status, etc.) (45%)
· Failure to demonstrate and quantify results (33%)
· Annoying buzzwords and/or obvious keyword stuffing (32%)
· Too generalized/not customized to match job listing (32%)
· Repetitive words or phrases used in multiple job descriptions (28%)
· Including a headshot (28%)
· Format and/or design is too elaborate (28%)

It is extremely shocking; I could not imagine that such a big percentage of CVs were wasted for such simple mistakes that could be fixed in less than 2 minutes. I felt so disillusioned, I thought that my CV was one of the best before I started this course, and before I checked these statistics. One of the most common mistakes that I was making all my life, I am pretty sure it was: attach obvious keywords, such as “hard worker” or “good with Microsoft Office”, very recognizable. I learned in class the importance to pay attention to details, and the importance of a good personal statement, which I did not have accurate with my current situation, but right now I will pay much more attention at the time to send my CV. Surprisingly, there is another survey that conducts the point of view of the job seekers, and what they scare of:

· Using the right keywords to get my resume noticed (68%)
· Demonstrating my value to an employer (53%)
· Writing my objective statement/professional summary (47%)
· Including the right type and amount of information (40%)
· Customizing my resume for a specific job listing (37%)

I will say that I experienced in my own perspective all those points above, sometimes, trying to demonstrate my value to my future employer I did not demonstrate my confidence, and that made me fail. I will say that everything is related to a common sense, be in the feet of our employer it will help us to be much clearer, and more eligible for the position that we are looking for, simple as that.
As Siri Hedreen mentioned, around 70% of the recruiters reject a candidate just because CV mistakes. Such a shame and misinformation from job seekers side.
I think that everything is related to a common sense, if as an employee we put ourselves in the employer feet, we will understand what we want to see, such as: relevant information, clear information, understandable information, related information to the vacancy, etc. Sounds very easy, but as the survey shows, not everybody understands or not everybody has the employability skills needed at the time to send your C.V to your future employer. 





Summarising
	A summary is a short, pithy restatement of the chief points made by a writer or speaker (S. H. Burton 1987) I left “summarising” to the end of my findings to discuss, we can have a rough idea why, simply because a good presentation, or a good C.V are more likely to not be successful without a good Summary. 
	It was very tough for me find an accurate information about Summarising, because is an essential part of every single job statement, so, when I was through “public speaking” information, or “C.V” writing, they were already mentioning how important it is Summarise your information when you are presenting yourself to an audience.
	I think that even in a conversation with you colleagues at work, obviously with your employer, or at the time to present a project or a presentation to an audience, it is extremely important summarise your information, like that you will be able to touch the key points of your previous conversation or presentation, you will be able to see if your audience understood, or if they were little bit lost, with a good summarise they will catch it again, and you will remind them what you have been talking before.











CONCLUSIONS 
	I would like to mention as a conclusions, that the lessons drawn from the Alabama’s University Survey, and the following references, make me feel with hope about the future, there is a relation between the employers and the employees, and within the years it is a closer relation, back in the days employers were much more far away to the employees, today, with all the information that we have it is easy to find out what actually the employers expects from us. 
	I learned at class how to do properly all those topics, but there is always room to improve and to do a deeper research, specially at our desired job, and find out what is expected from us, and how to improve those skills that are needed in our future employment.
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