
Best Candidate











Author: Elisabeta-Tabita Bechian
Student number: 1818414
Module: BMSW4001
Lecturer: Peter Allen
Date: 08/2019


Contents
										Page nr. 
1. Introduction								3
2. Definition of skills							4
 3. Academic Skills							4
[bookmark: _Hlk17287071]3.1 Time Management						4
 3.2 Other academic skills						5
 3.3 Plagiarism								5
 4 Employability Skills 							6
 4.1 Basic employability skills					6
 4.2 CV 										7
 4.3 Job Interview								8
	 5. Conclusion								9
	 6. References							      10
     7.Appendix								 11-12











Introduction 

It all started with a very bad day at work. I was working in a warehouse as picker/packer when the manager informed me that there was pretty much nothing to do on that day, so a few of us would go upstairs and take labels of the shelfs. the thought that I want to do more than take labels or pick and pack for £8,21 per hour lead me to the decision that if I want this to change, I have to do something about it! So, I took the day off and finally went to “Elisabeth School of London” were, according to a post on Facebook, I could find someone who could help me get into a university to finally fulfil my dream of having a decent and well-paid Career, that I also enjoy. That decision   brought me to this journey. I am preparing myself to enter into a job interview and “sell myself” through my skills and abilities I am acquiring along this Academic year.
 In this report in will analyse my own academic and employability skills and the chances I have to achieve my goal and dream in life: to became a social worker.





2) Skills
From the first ACE class (Professor Peter Allen, 17/06/2019) I have learned that there are mainly four types of skills: Adaptative skills, Academic skills, Transferable Skills and Job-related skills. I am mainly focusing on the academic and job-related skills.  
As the author of the essay Nursing: Essential Knowledge, Skills and Attitudes (2008) says, nurses (and most of jobs in general) must combine Knowledge, skills and attitudes in order to make adequate judgment and make decisions that provide safe and effective care to clients.
3)Academic skills
 One thing is very important to progress and to achieve the desired goals, is to know yourselves.   By doing a SWOT analysis (as the attached document shows) I started to reflect on what my Strengths, Weaknesses, Opportunities and Threats are. I came to the conclusion that most of the Threats can be “mould” to Strengths if I work on it, as is the fear of “not being competent enough” or “not having enough work experience”. Few weeks later I ask for help the university’s career advisor Maristela Parfitt, which indicate me a few websites I can access to receive more information about how to acquire more work experience. As it was not enough to be aware of what my goals are, I started thinking, taking notion of time and what all of this would involve. Then the question raised was “How am I going to balance work, studies and still have a harmonious personal life?”. 
3.1) Time Management
Then, by second week I have learned that time management is a very important key toward success, as the article written by Swart in 2009 also states. It was all about organizing my time efficiently to reduce the waste of time spend on useless activities. There is a fair amount of methods one can learn and apply in order to manage their time. Here are some of them:
The Eisenhower method: this method helps to have a clear vision on that is important and/or urgent to do. It categorizes tasks in four groups (group one-Urgent and Important; group two-important but not urgent; group three-Urgent but not important; and group four-neither important nor urgent) and therefore, it makes it easier to decide what has to be done urgently, what can wait and what is basically a waste of time.
 Pareto 80-20 Rule: this concept suggests that if you pick the twenty percent most important of the tasks, will equalize about eighty percent of the results. In other words, by investing 20% effort, will achieve 80% of the results. 
Weekly/Daily List (included as Attachment): this has been the most helpful organization method for me. By doing a weekly schedule which included time to fulfil my Physiological and psychological needs, time to study and to work, I was clear about towards where I was “marching”.
Personal Development Plan: this method divides the planning of the goal in different stages in order to make it clear what exactly does it need to be done and what is already/needs to be done in order to pursue the final results.  
So, I started organizing my time (time management) with the help of a weekly list, to have a clear structure I can follow and Personal Development Plan (see appendix) with a clear goal and a deadline, which I try to follow.
3.2) Other Academic Skills 
 I demonstrated other academic skills such as Notes-Taking by taking notes from the lectures, which later on that day I would review conforming the study schedule.  Then, I have learned how to improve my writing skills and more specifically how to write an adequate academic report. I became aware of what:
 3.3) Plagiarism
 Plagiarism: is basically cheating; when someone claims he’s the Autor of a piece of work when in fact he’s gotten information or ideas from another source or someone else did it for him (collusion). 
Plagiarism can be avoided by doing citations and referencing the source. 
“Citing is referring the source in the essay (can be a book or an article) specially as an evidence of what’s been said” (Geyte,2013, p101) There are three techniques to do so: 
1- Summarising- write the most important ideas in your own words
2- Quotation-copying as in the source and use quotation marks 
3- Paraphrasing- expressing what the author said, but slightly change the way it was written by using synonyms, changing the word class or the order of ideas.
Referencing: the source needs to be twice refenced: once as a in-text-reference and once at the end. At the University of Wales Trinity Saint David, we are using the Harvard Referencing.  
 are. These academic skills already helped me, as I am writing this essay using what I’ve learned in this module and will definitely also help me in the future, since I wish to study further.
4) Employability skills 
 Employability skills are the set of skills the employer expect the employees to have in order to successfully complete the tasks or demands the job asks for. Can be understand as general knowledge, achievement of skills and competences (personal attributes), education and work.  In order to have competent and effective workers, most employers are looking for ways to train the workers they already have, to raise their productivity. They organize and provide specialized and job-specific training for the employees that require further training, so that not only the employees but also the organization can grow and progress.
4.1) Basic employability rules
 But there are some skills that are like “basic rules” for every job, these being:
Commitment – every leader wants a team that is committed to the cause and that is ready to go that “extra mile” to guarantee the success of the organization
Organization- when jangling with multiple and complicated tasks, a good organization can make everything run smoothly
Punctuality- coming on time is a proof of reliability, let other know they can count on you to be there on time. Is related to time management (which I wrote about at point 3.1)
Communication- being able to communicate and connect properly with colleagues, managers or clients is of utmost importance. As the author Frances Trought (2012) said: “Even when you are silent you are still communicating”. So be sure to express yourself clearly.  
Positive attitude- a positive environment makes working easier and enjoyable. Especially when working as a career, for example, is important to have a positive attitude and friendly, emphatic behaviour to connect with the clients and give them the feeling they are safe around you. 
Trustworthy- a great example could be respecting the confidentiality policy
Problem solving/ Critical thinking - the manager will not be able to be always around, and therefore he will be expecting for the employee to weigh all factors and determine the optimal solution, in order to get the job done
Teamworking- in health and social care sector is essential to be a team player and to get along with others to ensure a proper communication and a friendly environment.
IT Skills- living in a modern world ruled by technology, more employers require at least basic IT skills (Such as using of Word, PowerPoint, Excel, communication via email/ videoconference). It is definitely a plus to have this ability in a CV. 
These are a few examples of some employability skills that help the improvement of the work quality and provide an agreeable workplace environment.  All these are skills that can be learned and improved in time. Some organizations require the help of a behaviour analyst in an effort to boost this learning process and to improve communication, team work and the effectivity of the employees.
4.2) CV
One very important stage of this “goal achieving process” is the job interview. Many recruitment managers advice to invest time in the production of the CV, to have better changes to be asked to an interview. Identifying skills gabs and trying to fill them (by doing courses for example) increases the chances of impressing through the CV. The main focus should be on what the employer considers essential and desirable and try to deliver yourself as being the best candidate for the job.


4.3) Interview
 The job interview is the first chance to make a good impression and to basically sell yourself and your skills. According to Jeanette Benisti (2012), the employers will want to know that they are getting the best candidate possible for the post, as it is expensive for the company to recruit and retain staff. There are a few steps to do to prepare for such an Interview like:
Know the Organization- “it should be obvious that if you don’t make an effort researching and planning prior to the interview, then if you get an interview you will come across badly.” (Benisti,2012 p33). Having basic knowledge about the organization and the specific job you want, is a step forward, which also demonstrate interest and desire to get the job. 
[bookmark: _GoBack] Dressing code: to a formal interview is adequate to be dressed in a formal manner.”(…) your clothes and the way you present yourself are a reflection of who you are, your personality, how seriously you take yourself and life, and in the end, how seriously you would take the job you’re being interviewed for.”( What to Wear to a Job Interview, 2006).  Suit and tie, a knee-dress without cleavage and a nude and subtill make up make a good impression.
Punctuality: as one of my teachers once said “if you come on time, you are already too late” which means that coming fifteen minutes earlier allows time to drink a coffee or something and to relax and breath before going in. 
Presentation: greet the interviewer with a friendly smile and a firm handshake (sign of self-confidence). 
In the attempt of changing my actual job, I’ve used these knowledges in the interview I had a few weeks ago for the post of care assistant at BUPA Hill House Care Home and as a result I’ve been accepted. 
The first impression normally occurs in the first seven second of the meeting so be sure that you are presentable, because firs impression is quite hard to change and it might be your only chance to Impress the interviewer.



5 In conclusion, in this module I have learned that in order to have success in live, one must set achievable goals and break them into parts. The making of lists and a good time management has turned out to be very useful assistance in the achievement of this goals. I have come to realise that I have quite a few golden skills I wasn’t aware of and didn’t knew how to “sell myself”. I am now better prepared to make a good impression on an interview and confident that I will achieve my goal of working in the health and social care sector. 
 No one is perfect, but with a balanced mixture between Academic and employability skills, you can also become the best Candidate for whatever job you desire.
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