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1.Introduction


The four topics that this report talks about have been chosen by me since from my experience and my knowledge learned in class I considered that they were fundamental and useful both in my life, and in everyone's, therefore, I have decided to look for more information and learn more about each of them.
 I have learned, analyzed and reflected on four strong points that can help me a lot when looking for, finding and keeping a job.
 
1. Employability review
2. Writing cv
3. Write a cover letter
 
At the same time, I wanted to seek more information, learn and reflect on another important point when looking for a job, in my academic life and even in my daily life.
 
4. Public speaking skills
 
In this report I reflect on everything I learned in class, on my experience in each of these topics and on all the sources of searches that I have carried out about each of these four points.





2.Employability review 

My current job is as a teamleader and sometimes in case my manager is not there, I have to interview different people who come looking for a job, therefore I am aware that employability is the personal ability to find a job and knowing how to adapt to the labor market.
Based on the little experience that I have, as I have already said, doing interviews with different types of people, I have reflected that employability offers more job opportunities to those who meet the company's requirements for a certain job, in addition to those who they have the characteristics and skills necessary for personal and professional development.
I consider that knowing myself is a strong point to which I can take advantage of avoiding unemployment since I can easily show my skills and what I could contribute to a company. In addition, the ability to acquire knowledge throughout my life seems fundamental to me, so I will try not to never stop learning and never train, either in an academic or transversal way.
Another strong point that I have learned from my experience doing interviews with other people, from my experience when I was looking for a job and from the things I have studied in class, is that correct communication will help me to make known my qualities and sell myself to a recruiter in the best possible way. In addition, I have also learned and have improved with time and experience to adapt to changes in any type of situation, so it is a skill that also helps me in my employability.
What is employability and why is important? (Goldsmiths, 2020)










3.CV writing and Writing a cover letter

· Cv writing
When I came to London I had the intention of finding a job immediately, so I had to do my first CV which I thought was done correctly, but now that I have learned how to do a CV properly, I realized that the first CV that i made , was not the right kind of CV that we should all get. 
 Thanks to what I learned in class and the searches I made about this, I was able to do my CV again but this time in a professional way applying what I studied and the appropriate structure. I had the help of the lecture of the Academic and Employability Skills subject to finish my CV successfully since she offered us the idea of creating our CV and in this way she could look at it and advise us in what way we could improve it so thanks to her I made changes to the structure and obtained a more professional CV with more potential, for which I am very grateful since I think that having an appropriate CV is a key and vital point in everyone's work life to find a job effectively so everyone should learn the skill of creating a CV getting the most out of it. 
 After making my CV I reflected on the key points when making one correctly, some of the examples that I reflected on and applied to my CV were; learn to follow an appropriate and original structure to make it look even more professional, which is the part where, as I said before, the lecture helped me to improve since, in principle, it was the part that cost me the most to do correctly, another thing I learned was that it should occupy one page, maximum two in the case of having many work experiences but it is not my circumstance, I also tried to create a CV that would differentiate me from the others, that was unique and that represent myself perfectly by being honest and highlighting my skills and experiences. 
Why CV is important (The legal Secretary Journal, 2007)









· Writing a cover letter
At the same time that I learned to make a CV, I also learned to make a cover letter.
The first knowledge I got about this was in class but after learning something about it I became interested to continue learning and researching about the cover letter. 
I have never had to do any because my first job is still my current job and my company did not need to recive a cover letter to hire me, but I am sure that it is something convenient to learn since in the future might be the occasion that a company requires me to deliver a cover letter accompanying my CV. If so, I want to be fully qualified to carry out a high-caliber cover letter to achieve my goals, so as I have already said I kept looking for more information on this, coming to the reflection that this letter is an opportunity in which the possibilities increase that the company is more interested in me increase and it can also be a point in favor if I manage to write an original letter and with a good presentation so I would like to be prepared enough to get the most out of it. 
Several of the things that most caught my attention when learning to make a cover letter appropriately were that, like the CV, a correct cover letter should occupy one page, so I realized that learning to performing a Swoot analysis of myself in the first term was very useful for me to know myself, so it make it easier for me to state my skills and I know that it is a key point to know how to get the most out of a cover letter without using space in excess and summarizing the best of me in a few words. 
Another of the things I reflected on because I found them more important was that the cover letter should be oriented to what the company requires but that in turn has to be original so I must match the tastes and the sector of the company also to be as creative as possible, therefore, I must try to present myself as the solution to what the company is looking for so I must know the job offer well so that later I can analyze what they are asking me and I tell them what I can offer in addition to showing them my skills and expectations. 
After taking out my skills and expectations after learning in class and after my searches about the cover letter, I tried to do one of them trying to apply everything I studied and although I am sure that I can improve it, I have learned fundamental skills that in the future will help me to make a cover letter appropriate for the occasion that appears.
How to Write A Cover Letter (glassdoor, 2020)






 4.Public speaking skills
I chose to talk about this topic was because it seems to me something vital to learn since it is a skill that we use in our work environment, in our study environment and in all our life in general.
I am aware of how important it is to know how to correctly use communication in public because my current job as i sais before is as a teamleader and this requires me to continuously communicate with my team, managers and clients.
Apart from learning more about this topic in this second term I have always tried to study skills on how to communicate in public correctly throughout my life since at school, for example, I had to make presentations in front of my classmates of class and also it has been something that I have had to put into practice on different occasions of my life for what I consider that it is essential to enrich the knowledge on this subject.
After putting it into practice several times, I learned how important it is to know how to control nerves, breathing, etc. And to solve all this, I began to learn breathing and relaxation techniques so that those nerves did not make it difficult for me.
In addition, after having held a meeting with my entire team or after making a public speech, I have reflected on the importance of my verbal and non-verbal communication since my gestures and expressions can convey the opposite of what I am trying to do with the verbal communication, therefore, I have also been learning to control my non-verbal communication, my gestures and hand movements.
Something that honestly made me feel insecure was speaking in public at the university since few of my classmates speak the same language as me and English is not my official language but it is something that little by little I have been improving due to the small presentations that the lectures recommended me to do during the classes in front of the rest of my classmates and in this way I have been practicing and improving my English. Something that I have reflected throughout these presentations is that I have to feel secure about myself and increase my level of security, since it is essential when it comes to speaking in public correctly, in addition to creating a good atmosphere in the public to whom I am directing so that I can transmit the message more naturally and easily.
Something important that I have also learned throughout my experiences is that it is easier to speak in public when I have my objective in mind at all times so that I can use it as a reference.





I consider that learning to speak in public is something that should be studied and practiced by everyone since this would facilitate their lives in many aspects, both when it comes to finding work, exhibiting, making a presentation, or simply knowing how to transmit a correct message on any other occasion reaching the people we are addressing easily and effectively.
                     4 Tips To IMPROVE Your Public Speaking (Motivation2Study, 2019)

5.Conclusion
These learned topics will help me a lot in the short and long term since they are essential things that everyone should know since they would make their lives easier when looking for and finding a job.
I am sure that what I am going to use the most are the skills of public speaking since they will help me to express myself in a correct and adequate way in my work and to transmit the message in a more effective way when speaking with all my colleagues and bosses. In addition, it will help me a lot when it comes to improving my presentations in the academic world, applying all the skills learned in class and those found and studied by myself through my searches.
The learned topic to which I can also make the most of is the CV. Knowing how to properly prepare a CV applying all the tips and tricks learned and studied will help me to sell myself to companies through it in a much easier way. The CV is a key point when looking for a job since it is the first contact with a company.
The cover letter seems to me another very important point to learn since many companies require you to send it along with the CV and it is a new opportunity in which I can show them the best of me in an original and natural way. For this reason, it is important to learn how to get the most out of it by applying the studied advice in order to achieve our objectives. 
Finally, I have also learned a lot about employability since it is something vital in the working life of each person. It is important to know its meaning in order to understand how important it is to stay motivated, to know what our qualities and competencies are, to want to continue learning throughout our lives in order to be prepared to find, obtain and keep a job.
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