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Introduction

This report represents a reflective account on personal development of my
academic and employability skills learned during this module. The most
Important topics | have improved upon during this module, which will prove to
be an asset for my future career development, were related to paraphrasing,
summarising, CV writing, writing a cover letter, critical thinking and
summarising

To structure this reflection | have decided to use Gibbs’s reflective model
(1988), which | consider to be appropriate to present what | have learned, how |
felt about the experiences, the evaluation of the experiences, an analysis of what
was learned, followed by a conclusion and an action plan. | find this structure
appropriate because I consider that Gibbs’s 1988 model is well known and
effective, and this approach reflects my personal learning style of learning by
doing. The diagram of the reflective cycle is presented below:
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Image 1: Gibbs’s reflective model



Description

During this module | was exposed to a lot of information regarding various
academic and employability topics which I consider to be helpful for my future
career development. In addition, | had the opportunity to engage in critical
thinking and self-reflection which enabled me to assess my strengths, as well as
my weaknesses in terms of employability skills using a SWOT analysis as seen
in appendix A. Also, by learning all this information about different academic
topics, | was able to improve my critical thinking and use it to identify
development opportunities and improve upon certain skills that will help me
achieve greater success in my professional life. | have now learned about what
employers look for when hiring, what kind of skills are expected and what
abilities will improve my chances of obtaining better jobs and positions. |
realised that not only hard skills and academic knowledge is appreciated, but
also a series of abilities can improve the prospects of getting good employment.

| now consider good CV writing much more impactful since | have learned that
not only factual information and experience are what makes a CV good, but by
expanding on my abilities and achievements the quality of my first impression
can be greatly improved. As thegraduaterecruitment.co.uk, (2019) mentions,
“when applying for a job, whether it’s your first one, a completely new one or a
promotion within the same organisation, your CV is the first change you have to
make a good impression. It’s the thing that has to set you apart in the minds of
the recruiter, based purely on the words on the page they have in front of them.
The importance of a well-written CV cannot be underestimated.”

The cover letter has become from an extra hassle to deal with when applying for
a job, to an opportunity to impress and increase my chances of success. As
supported by Smith, (2019) who said that “It acts as a personal introduction and
helps sell your application. A cover letter is necessary as it gives you the chance
to explain to an employer why you’re the best candidate for the job.”



Feelings

The learning experience from this module has made me feel more prepared to
have a significant contribution in a company as an employee. For instance, |
was interested to learn that employers look for certain soft skills in an
employee, however, as Messum et al. (2017) have noted, there are situations
when employers perceptions about what skills an employee should have do not
match the perception the employee may have. While work integrated learning is
now part of the general learning experience in higher education with the
purpose of producing graduates which are ready to be integrated in a work
force, employers sometimes feel universities do not fully prepare students for
work. As evidence, Messum et al. (2017) found that employers in the health
care system in Australia have given a higher rating of importance for self-
management and employability skills than graduates, while critical thinking has
been rated by graduates significantly higher. Regarding to this, | feel this
module through its available learning materials, can contribute to closing this
gap. A good example of this was the first lesson of the second term, where we
looked at different job descriptions and requirements and identified relevant
skills and abilities that would be required for such jobs as shown in appendix B
and C.



Evaluation

The experience of learning thorough this module has had both positive and
negative aspects. The first positive aspect | observed was the focus on the
different aspects of academic writing like summarising and paraphrasing which
have been developed in other courses through class activities, and can be
observed even in the examples shown in appendixes A, B, and C. | also noticed
that teachers actively help in developing my abilities by creating relevant in
class activities. For instance, self-reflection or critical self-reflection helped me
to develop a sense of critical thinking which also improved a practical problem
solving skill. Similarly, engaging in various activities develops writing abilities.
All these ultimately improve my performance and value in relation to a
workplace. In support of this, Pardo-Garcia and Barac (2020) argued that
“Students obtain the entrepreneurship competences related to employability
skills i.e., innovative thinking, teamwork, problem solving, empathy and ability
to build relationships, communicating an idea, and the competition gives them
the opportunity of working on a practical project, which can be the departing
point of professional experience when it is non-existent or very scarce.”

Another positive aspect was the feedback | received for a CV homework that |
emailed to my tutor, as can be seen in appendix D. This feedback contained
practical advice and was detailed enough to make me understand not only how
to fix my CV, but also that | need to improve certain areas like grammar and the
style of writing.

As far as negative aspects are concerned, | have found it difficult at times to
engage with my fellow student colleagues, mainly due to the pandemic related
restrictions. This has limited face to face interactions for safety reasons, and |
consider it has negatively impacted communication among colleagues, or
among teachers and students. However, seeing how more and more
organisations are beginning to focus on plans in which employees are allowed
to work from home more, where possible, | am considering that society is
currently undergoing a change in how companies and employees work, and this
may also bring a change in the way workplaces operate in general.



Analysis

Individual research has contributed significantly to my understanding of the
concepts presented during this module. In my view, improving the two
categories of academic writing, which are related to paraphrasing and
summarising, along with CV and cover letter writing will greatly improve the
quality of my employability profile, and a strong critical thinking ability will
improve my own personal worth in relation to a professional environment. As
far as employers go, being able to handle one’s own work and being willing to
take up challenges or extra work is something employers seek (Lisa et al.,
2019). Once the employee has a good grasp of his or her own activities and it
takes up less time for him or her to perform those activities, the employer would
expect them to be willing to develop and learn new activities. This is seen by
employers as a key attribute for people who quickly evolve in their careers (Lisa
et al., 2019), however students sometimes fail to acknowledge that. Also,
students can have an unrealistic perception of their own abilities and strengths
and they may fail to accept when a tutor or employer offers constructive
criticism. Due to this it is very important for me as a student to engage in
activities of critical thinking which are meant to improve my self-awareness and
identify which are my strengths and also the areas which require further
development. | consider that self-reflection, which is an important component of
critical thinking as Rauch et al. (2015) also explain, to be the best approach as |
will gain realistic views and actually give myself a chance to improve in these
areas. As work nowadays is becoming more and more challenging, and some of
the operational routine tasks are either outsourced or taken care of using
different technologies, the human work force must bring into the organisation
abilities which machines do not possess, and those abilities, according to Rauch
et al. (2015), relate to creative problem solving and innovation. While | consider
that such abilities come with experience, | also think that they are components
of critical thinking and can be improved by further studying the topic and
applying it. Rauch et al. (2015), also agrees that problem solving techniques can
be improved by continuously reflecting upon previous experiences and learning
from them, through critical thinking.



Conclusion

To summarise, during this module | have learned important concepts relating to
the importance of academic writing. At the end of the module | can argue that |
have become familiar with these topics and understand how to apply them in
my professional life, and thanks to critical thinking | identified more exactly my
level of development in relation to Summarising, Paraphrasing, CV writing,
Cover letter writing, thus enabling me to improve in areas that | thought did not
need improvement. Thanks to in class activities, | was able to associate them
with real life examples both in my school and work life, and practice their use
which greatly helped me to understand them better. Considering that the today’s
work place is defined by rapid change and technological and social progress, as
noted by Alton, L., (2018), that further claims that “The rate of change in
today’s workplace is accelerating, and if you aren’t prepared, it could
dramatically impact your career.”, | believe it is my responsibility as a student
to take advantage of the knowledge acquired during this module and take
responsibility for my own personal development. Universities and teaching
establishments employ learning strategies that are effective and efficient in
preparing students to develop their professional skills, therefore I consider this
module has been an opportunity for me to develop both at a personal and a
professional level.



Action plan

As a future direction for the development of the topics | have learnt to be
important , | consider that there is more room for improvement. | would agree
with the authors who encourage critical thinking and self- reflection, such as
Rauch et al. (2015), or Appleby, (2016), because I find it to be a good approach
to evaluate your own performance in a realistic manner and be honest about
strengths, as well as weaknesses. Also, critical thinking and individual study can
help a person identify opportunities for development that they may be unaware
of otherwise.

As an action plan, I will continue to engage in further research in order to
develop my paraphrasing, summarising and CV writing abilities. In the future, |
will also engage in more research type activities, in order to further develop my
critical thinking ability, as Appleby, (2016) notes “Employers seek out people
who can solve problems, analyse data and create new ideas. One way to develop
the critical thinking and research skills employers value is to participate in
research projects that require critical thinking skills” . I strongly believe that this
will also improve the quality of my professional work.
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Appendix:
Appendix A

Strength

Academic Skills

I have good skills in paraphrasing and
conceptualizing things with the help of
examples. I am good at researching
different topics

I face problem in learning the stuff by

heart (memorisation)

‘Since I can paraphrase the text, I can

get a good job for tﬁe position of
content writing and report writing
shlls:- -

I believe that my ineffective time

management skills can negatively

mnfluence on my current job

performance, and also in future career

Employability Skills
I am good at leadership skills and

I am facing problems in time
management and organizational skills
due to heavy workload

I believe that I have advantaged with
SR e
play a major role in accomplishing my
career objective.

I am feeling threatened due to my bad
time management and organizational
skills that I might lose my job or
reputation at work.

prospect.

Appendix B

Recruitment consultant: JOB DESCRIPTION

Warking In recrument is ke working in sales, where your dasic salary
could be boistered by potentialy high cn.larget earmings (OTE) In the form
of performance-relaled bonuses or cCommission

Recrutment consuliants ane 1esporsdie for atacing candidates for jobs and
ESIChing [hem 10 lermporsry o permarent POSHONS with Clend Companes. You's
Sid pOSAVEe OO NDS 1N OACer 10 0aN @ Dettir undersiandeng of your Cheres
Fecrutment needs and reguremsants

Wioriong 35 3 recryfment Consutant. you'l attract candidates by drafing advetning
copy ol e S range of media &S well 83 Dy nelwcring, haadhusling and hvouoh
referrals. You'll sCen Canacaies. interview them, run backpround checks and
Snally mich them 10 thesr Clends

You 2iso prowode adwice to Doth chents a0 Candicates on salary levels, Yanng
regurements and Cateo! cpportunbes

Responsibilites

As 3 rocrutiment consaliant. youlre the vitsl Snk between clents and canddales The
fOI6 & COTanang Sverse and iInvoives

e ARG ASes DuSreds Sewelbprmat! marensg Inchtegeed %3 Retuer kg 1O anact
Business Som chent Companes

o vistng deerts 10 Dold and Geveiop posiive JeSRonshes with e

¢ GoVEOONg 3 GOOT WNARNiaNINg of durt companias Tar nadualy what Ty oo
Thar woi OSRFe 300 envsonment

e adverisng vacarces by Oafing asd placing adverts is 3 range of meda, soch a8
rewcpery. webstes 30 magasnes
UENG SO0 MO0 10 S0WNES POSTONE STFacT CANMIReS T Suld RERceshgs

o headuring - denddneg and spprcaching sutabie candcdsics whe may sheady be
m work

* AN CANS0E GNA0ISAS 10 MENCH T NGIT DErsan 10 The CMNTS wBlancy

o recenrg A reeeaTg pERCaSons Eagny rierviews 2 tests ard Ceatrg a
shortest of candicates for e Chent

o PEQUESING reficancss MG CReCing Tw sulabiity of apoicants Sefone suOMImngG
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Recruitment consultant
Skills

Yoz wil need to show evidence of the faliowing:

o putallent nterpersonal asd communicadion skils
sales and nagetision siils

g lo'i:r.'.:!m 3pproach 1o wodk-

the atiity 1o hasdie maltipie pronties
peeblem-sohing abdey

the abiity 10 meet deadines and tarpets
amiton and the decermnation 5o succesd
tenacity

o poabdeace and seit motraton

o tone managemont and organnational salls
o teamomtring selis

o TeatAity.
You must also ecsoy working in 2 Bigh-pressure emvironmant and the responsibiity that

comes Wit

Sourve: Mtipawewn e pvetcta AL ok b oo e manatet coragtact



Appendix (continued):
Appendix C

OFFICE MANAGER: JOB DESCRIPTION

Cffice managers are responsiie for toe efioet Sunctioning of n o¥ice through » range of
sdmnissoytive. francal 3d managera tyses
The b tan be very widesarging.

What does an office manager do?

Cfice munager’s easercially ensure the ymooth renving of an office on 3 day40-day bavs and may
matege » e of administrative or support sta¥ Resporeinities tyscaly Inchude:

CFENSING MEOTINGS NS MOtagrg Catadases

DOOKNG TAMPO and BITOMMOANTION

FRNSE COMOEY SVONts O CONerances

ordering statonery a0 Surnture

Saaling with CONMEs PASNNCE, COMPLITE ANT Quaned

prepaning lettery, presmstatioers sed reports

LPEVISING 300 MOATCONg The work of SdminEaate Saft

maragng offce tudpets

Jaisig wzh c2aft sugpiens and clores

mplementing and mantaintg procadures/office acminatratve ystems

CRlgating taahs 10 junidr Grgloees

orgacisrg Indutton srogrammes for new empioyees

ensuring that "eath and sakny solices e w3 1o dans

waing 3 tange of software packages

HTSAding MeStings with SNy MANRZEmENt

g the Enation’s £2 furcton by keepirg personnet reconds up to date, armanging
mtervews ard 30 0N

Howeyer dependng on the sipe snd Sructure of the orpsnisation, the roke of otfice maneger can
#20 be cambinesd with another office-Dated ob ro'e, Sor example:

o pfasakiao

* Comearnsecretry

*  Faclitas masific (Dy 1ehing resoanidiiny 1or 1he aokge) of the Sulsag

* - Marielrg asatnt,
Duties wiff ofen inclede some of the tradtions’ duties of » B4 or adminitratar, but the wie o be

mOre evie-raegrg.
Trocal empioyers of office macagers

Appendix D

DANIEL COSTACHE

10a Newmarket Green, SE9 SER, London, UK - 07340964139
costachedanielg@yahoo.com

lama student in a As an owner of a few small
i:am keen on my skills in ing and managing business
EXPERIENCE

APRIL 2012 - MAY 2014

GRAPHICS EDITOR, RAI 1

This was a junior position with Italian national television, editing advertisements for commercial
breaks.

OCTOBER 2016 — OCTOBER 2019
ASSISTANT MANAGER, NET-A-PORTER

Started as a warehouse operative and advanced as a assistant manager for the last 8 months. |
was assigned to inbound department, recelving and replenishing stock.

MARCH 2020 — PRESENT

DISTRIBUTION OPERATIVE, AMAZON

Working in Same Day Deliveries department in an Amazon Distribution Centre. The job involves
receiving parcels and preparing routes for local deliveries.

EDUCATION

AUGUST 2009
HIGH SCHOOL, LICEO SCIENTIFICO ENRICO FERMI, ROMA , IT

SKILLS

*  Good digital and internet skills
*  Strong leadership skills
* Managing and completing complex projects

*  Hard working
*  Good communication skills
o Problem solving

ACTIVITIES

| created the online perfume retailer https://perfumist.co.uk as my own business which | am currently

developing and expanding.

In April 2020, | established the Android Apps developing company (not incorporated) Wonder-Games
google.c /s 2 -Games . Currently with 2 active apps in the
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OFFICE MANAGER

Key skills for office managers
Rediabikty and discretion you will often keam of confidential matiers

Adaptabiity

Coenmunicaton negotiation and reationship-buaiding skils
Orpansational skils

IT sklly

Probiem soeng sklis

Inilistve

Leadarshp and the adilty 10 maka tings happsn
Budgetng skils

Atteaton to datal
Rﬂﬂdin‘i' ""i:@,“‘ih' g I.l'“.",‘ i: (3 yn; 2«(:,,.’ .4:.'.}"14]_ - 0 ,,,i:ii.( Iil
Sisccioein
Dear Daniel,

| hope this finds you well.

Thank you for sending the CV for feedback.

1.Please review spelling and grammar, especially in the
personal profile. Also remember to add one section
(middle section) on what you can offer.

2 Please review the links provided in class regarding
chronological and skills-based cv.

3. Consider looking at a Job Description for the roles you
have experienced as this may help you to improve your
style of writing.

4. Be specific about the digital skills

5. Check sentence structure. Font size consistency.

6. Activities is not only work related. Potential employers
are interested in the ‘'whole'

For future reference please do not include your personal
details in formal correspondence to your lecturer. This is
due to legislation.

Kind regards,

Jo Walsh

Lecturer



