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The purpose of this reflection report is to explain how the learning in this module has helped me 
to develop my academic and employability skills.

[bookmark: _Toc17721246]Employability skills                         
Employability skills are general job skills that anyone can have at a workplace despite a person’s position. They are referred to as soft skills. There are eight different types of employability skills. Despites someone’s qualification these skills are what actually define someone. I have been able to learn the skills and apply them in my everyday life.
Communication
Communication is a very important skill. It can be verbal or non-verbal. Effective communication makes it easier to air views, problems, ideas or even point out bad reasoning clearly and in a polite manner. I have applied the skill can by doing oral presentations, or even handling   a customer one on one or on phone. This skill is important too in writing journals or even blogs. For non-verbal communication one should use the appropriate body language when communicating. I am still sharpening my communication skills.
Teamwork
There is no ‘I’ in team. Teamwork is an essential employability skill for an organization to attain a common goal. Here, selflessness is required as one is to share any bit of information that will help the co-workers. Throughout the course, I have applied it to group projects or discussions. Being part of a sporting team is also a good way of using this skill. I have gained a lot from teamwork and even understand each other better through interaction beyond professionalism. 
Self-drive
Self- drive is a skill that helps an employee attain their potential. Others may call it self- management as one does their job without having to be checked up on. Meeting deadlines is a use of this skill as one will drive themselves to submit their work on time. I have applied it before by simply keeping their workplace tidy. If one schedules a timetable and sticks to it, it should be said that they are self- driven or self-managed. According to Bristock (2009) it can also be applied through requesting for new responsibilities where one can reach their potentials and even learn something new.
Learning is a way of feeding the mind. This skill keeps one relevant with the everyday world and are able to be updated. It is applied when there are drastic changes in a setting hence flexibility of the worker. It can be applied through research. A faster learner is likely to achieve more in a work set up if this skill is put to proper use. Technology is very important for today’s businesses. Technological skills are therefore needed for on to fit in the desired setup. It involves the use of computers, office equipment. This skill can therefore be applied in efficient running of businesses through record keeping, involvement in e-commerce or even solving technological problems when they occur. Below is a diagram representing employability skills;
[image: Image result for employability skills]
(Andrews, 2008)
Problem solving skills
Every organization faces challenges and solving them requires a skill known as a problem-solving skill. This will at most times need critical thinking to come up with the best solution. I have applied through research as this skill helps easily identify loopholes on given matters. This can also be applied when dealing with raised issues and complaints and one solves them appropriately. Problem solving skill can help solve a predicted crisis before it occurs. This skill is very important at workplaces as no organization wishes to have a setback and have no way out.
Planning
Planning is a skill that usually creates clear path in an organization’s journey to attain a certain goal. It helps reach deadlines and set targets. I have applied it in project planning to ensure an intended job is done. Creation of budgets also requires this skill as finances need to be planned in order to be used where needed and appropriately. It is only through planning that activities are properly carried out.
Employability skills are usually not mentioned in position descriptions but are needed to do most jobs. The skill shows how dependable one can be when it comes to problem solving. Team work plays an important role in showing how easily one gets along with others. Technological and learning skills depict how open to learning new things one is. Conforming to Andrews (2008) this are employability skills needed in a work setup but are also important in our social lives in order to maneuver and achieve our set goals and priorities. 
I have been working as a cashier for 5 years and have developed some of these skills, such as,
· Basic analytical skills, excellent communication, interpersonal skills and ability to manage and prioritize tasks effectively by managing the time and being time-bound
· I have also learnt to maintain telephonic protocols and develop a reputation related to efficient service and standard of accuracy
· Able to handle a cash register that requires entry of several transactions through the day. Along with this, a thorough knowledge is required about the store merchandise and a reliable cashier always ought to be attentive towards their customers. 
· In addition a cashier must be able to perform multiple tasks and functions at the same time and must be able to deal with the monetary instruments; therefore a strong numerical skill is required in order to perform its tasks flawlessly and effectively without any errors. 

[bookmark: _Toc17721247]Practical application and analysis

[bookmark: _Toc17721248]Critical thinking
Critical thinking is the ability for one to reason and reflect clearly on ideas or beliefs. Most times people tend to confuse a person’s amount of knowledge retained to critical thinking or even a person’s good memory. I believe critical thinking is not a matter of just having a lot of facts with you but being able to manipulate the information to solve problems and give answers where needed. It is therefore vital especially to organizations. In legal systems, proof of innocence requires critical thinking because despite presence of evidence, the legal department has to clearly reflect on this information to give correct results. Businesses, research institutes, education centers and all other professions need this skill. It helps solve the everyday problems and allows improvement at workplaces. It has greatly improved people’s communication skills as well as thinking. 
[image: Image result for critical thinking skills]
(Bridgstok, 2009)
I have been able to clearly share ideas and are able to improve understanding as much thought will be given to any information gained. A critical thinker is able to realize the relevance of information given on ideas and will easily understand its importance. Critical thinking helps find mistakes in reasoning especially when it comes to scientific facts. Most importantly, this skill helps us run our day to day lives. Through critical thinking we are able to choose right from wrong and with this, we gain peace of mind. This skill is more of self-taught, making humans efficient to functioning. Learning Critical Thinking Skills can also increase my academic performance, if I know how to analyze and critique ideas then I am able to make connections throughout disciplines, see knowledge as useful and applicable to daily life.
[bookmark: _Toc17721249]Cover letter
A cover letter is a one paged document that is usually attached to the curriculum vitae. It usually is a summary of one’s curriculum vitae. A cover letter will differ with factors such as work or no work experience ,when the curriculum vitae is not required or  even when there is no job advertisement .When writing this document one should first introduce themselves and follow by mentioning the job they are applying for .Adding  one’s  relevant skills to the job being applied for, is also very important. Relevance will encourage the reader to read the curriculum vitae. 
As mentioned above this document is usually very short so after writing the relevant skills, the document should be closed by a polite call of action by either asking for an interview or a meeting. End it by writing the receiver’s name, position and contact details. When writing a cover letter when should proofread their work and eliminate any typos. Avoid writing the whole curriculum vitae on the cover letter as it should just be a summary. Do not mention of other job applications as it shows the reader that you have options thus less interest in hiring you. The word ‘I’ should be avoided as much as possible. A cover letter is usually an optional document to attach to a curriculum vitae but when attached, it shows seriousness to the hiring manager it is therefore better to be safe than sorry.
[bookmark: _Toc17721250]Curriculum vitae
A curriculum vitae is a document that presents one’s background, skills and even achievements. A curriculum vitae also can be more than one page since it is usually detailed. The document should start by giving the person’s full name, job title, phone number and their personal email address. This should be followed by their personal profile which explains the skills one has and what one hopes to do for the company once hired. A mention of work experience should also be done where one mentions their position while they were in the previous company. The name of the company they worked for a period they worked and the main and relevant achievements to the job being applied for.
Additional information can also be added for example awards won, languages one can speak, any 
additional trainings from professional courses or even blogging activities .It is advised that one 
uses power word such as instead of writing ‘I am responsible for ’.use ‘I improved….’.One 
should not attach pictures or irrelevant social media links. Salary requirements should also not be 
included in the curriculum vitae. On one’s contact information, official email addresses should 
be given. Lastly, the font used should be legible and standard for better reading. I have read on 
the CustomPaper (2019) website that most experts say that the shorter the curriculum vitae the 
better because most hirers prefer reading less when it comes to curriculum vitae.

Research Methods 
Research methods are processes for collection of data its analysis to give better comprehension 
on given topics. This techniques include surveys, observation ,interviews ,focus groups or 
mixing any of the already mention ones. If I want to research on something, I should  follow the 
required steps. The first being formulating the problem .This allow me to focus on the topic to 
deal on as specificity has been made. A literature survey has to be done too to  acquire the 
necessary information for the research. From the literature survey is able to formulate my 
hypothesis and allowing to do test on only the related topic and nothing off track. The research 
method is decided on and chosen according to how it fits best. Data is then collected and 
recorded for further study. The recorded data is analyzed and the hypothesis is proved.
[bookmark: _Toc17719922][bookmark: _Toc17721251]After such a study a conclusion is drawn and a formal report is written giving the new findings of the research. I use Research Methods to solve a problem or to explore a question as part of a paper.

[bookmark: _Toc17721252]Academic writing
Academic writing is information written by any learned person on certain topic but is thoroughly researched and backed up by evidence. Its main aim is to make the comprehension easier. Language used is usually simple and precise to pass the intended in formation. Below is a diagram representing steps of academic writing;
[image: Image result for academic writing skills]
(Cranmer, 2006)
Therefore, academic writing skill is an art of rewriting facts that were vaguely written to a simpler text maintaining the content. There four main types of academic writing they include; narrative, persuasive, expository and descriptive. The language used during academic writing should be accurate and relevant to the topic in context. Academic writing has natured many talents. Many great authors are born from this skill. Academic writing has made it easier for intellectuals to express their ideas through writing. I think this skill requires research first therefore equipping writers with information. Academic writing has opened many minds since they learn more and understand better by researching or reading writings left behind. Examples of academic writings are the historical records taught in school, scientific research reports and many more. (Cranmer, 2006) said that this skill should be encouraged as it is one of the best ways of keeping the young and old relevant and informed. It is through learning and practice that perfection grows.


[bookmark: _Toc17721253]Conclusion

There are a couple of skills that are required for an individual to be employable. These skills paired with writing a curriculum vitae and job applications contribute largely to the employability of an individual. The skills learnt throughout the semester have contributed largely to my general preparedness to the cooperate world.
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