




Skills for the Workplace 
Module Assignment Submission 

Student Name:	Ivelina Succaria
Student Number:	2010919
Module No:	BMSW4001 LON
Module Title:	Academic and Employability Skills
Lecturer:	Barbara Chinyani











Contents
Introduction	2
Time management	2
CV Writing	3
Analytical and Critical thinking skills	4
Conclusion	5
References:	5





















[bookmark: _Toc56953047]Introduction

This reflective report aims to point and analyse three of the main topics covered in the first term study in the module of "Academic and Employability Skills", which helped my personal growth. It will discuss the development I have made from a less organised and quite perplexed person to a highly motivated and focused student with a clear vision for future growth. The report will analyse my previous experience and will compare it with the new techniques and skills I acquired during my study. It will give a clear view of the possibilities these classes gave me and how they changed the perspective I had about me and my abilities and competitiveness. This piece of work will focus on three academic and employability skills – time management, CV writing and analytical and critical thinking skills.  
Reflection model

Reflection is a process of personal exploration and examination of our perspectives, abilities, actions, or interactions. The power of reflection is in its ability to help us develop our understanding during learning and prepare us to state our long-term goals (Gillett, Hammond and Martala, 2009). There are many different reflection models, but the one used for this report's needs will be Kolb' model. He proposes a four-stage model according to which one learns through discovery and experience.  The stages are Concrete experience, Reflective observation, Abstract conceptualisation, and Active experimentation (Wain, A. 2017). 
[image: ]
Fig.1 (Brown, N. Dr. 2015)
Every learning process starts with a particular real-life experience and our natural abilities to learn to make us go further and think about its meaning and impact. In the second stage, reflective observation, the learner goes further in the analysis and starts asking questions about what just happened and how it worked. After this stage of more in-depth analysis, what follows is the stage of abstract conceptualisation in which the learner decides how to improve the process and how to make it better. Here is the moment in which the strategies for dealing in similar situations are made, and the learner may consult with other people to improve it. In the next stage, which is active experimentation, the learner will try to put the newly acquired knowledge into practice and see how it works with them. With placing all the new experience into practice, the learner is ready for a Kolb's second cycle in which the process will be repeated about the new knowledge.
Academic and Employability Skills
[bookmark: _Toc56953048]Time management

Being a teacher for more than 25 years, I have always thought that I have the perfect ability to manage my time and follow deadlines easily. While participating in my lessons, I had to turn back to my experience and analyse my ability to manage all everyday tasks. That was when I realised that my definition of a "good time manager" covers only the ability to do everything I have to do, working for as long as possible or needed. My lecturer introduced me to the Eisenhower matrix. I was surprised to realise that excellent time management does not mean continuous work but prioritising some tasks to others. I was having a bigger picture of complex development and power combined with relaxation and stress decreasing activities. According to Eisenhower's matrix (Chaneski, W. 2017), all the activities we do in life can be divided into categories with their importance and urgency.

[image: Eisenhower Matrix]
Fig.2 (Wisdom, 2018)

In that way, we have four main groups which need a different course of approach and dealing. It was the first time I looked at some of my duties as possibly not urgent and essential. I realised that I have never been able to delegate some of the tasks concerning my job and responsibilities to other people and gain time for urgent and important tasks or relaxing and pleasure things. My lecturer made me realise how important it is to differentiate between the activities and tasks in my daily life and how I prioritise them. As Peter Morgan (2017) says "Prioritisation is the act of deciding which activities to undertake or which goals to aim for at the expense of less important goals and activities." I had enough time in my classes to reconsider my abilities to plan my day and follow that plan strictly and without deviations. At the beginning of my study, I felt the pressure to combine my family duties, work, and study. It seemed difficult to put all the tasks into the daytime, and I was struggling with being late or skipping or even forgetting essential things. This added more stress and pressure and made the situation unbearable and irritating for me. So, I reached the point to sit and think about a solution. During the lectures, we discussed the three principles of planning: to be sure how much time the projects or activities will take, to be sure that my plan is flexible, and to stick to it as strictly as possible (Peter Morgan 2017).  Following this one is convinced that if the important activities are planned well, they will never become urgent and take me out of the track. The challenge for me was to delegate some of my tasks to the members of my family.  Once I did this, time management appeared to be something I implemented successfully in my everyday life. Now I believe that it is a serious technique which needs good knowledge and attention. What was precious for me was how I learned to be honest with myself, give the right weight to the right things, and detect the time wasters and give them the right place in my planning.
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Another useful part of my study was the CV Writing. I am a person who is careful to possess a practical and up to date CV, and I have followed this rule for all my professional life. I have never allowed myself to keep my CV in a mess because it is the piece of paper that will sell me in the most successful way of speaking loudly about my personal qualities and professional qualifications. I believed that my CV is a good one, it has never failed me, and I have attended interviews and received jobs I have applied for partly on it. However, I realised that writing CVs' standards is different from the once I have followed regarding this module. The fact that the average employer spends no more than 20 to 30 seconds on a candidate's CV is quite frightening and very confusing (Innes, J. 2009). As per The Ladders (2012), this time is even shorter - "recruiters spend only 6 seconds, reviewing an individual resume". This is a far too short time to be explanatory and detailed. I should be punctual, specific, and grab the reader's attention and give the right information.
Besides the font, white-space, and layout, one should think when writing their CV, an essential part is actually what to write and how to organise it to sell you most effectively. According to James Innes (2009), what gives power and professional sound in a CV are the action verbs and the positive adjectives. There are two main types of CVs – chronological and functional. The functional one focuses on specific skills and is appropriate for people with a varied work history. It will have two main sections – Key Skills and Career Summary. The chronological one is the most widely used CV, and it lists the work experience in chronological order starting from the last one and going back in time. There will be a brief description of the essential skills and responsibilities for the job under each position.
There is also a third, hybrid type of CV in which the essential skills are listed initially, and then the previous positions are arranged chronologically. It is a good idea to write Objectives in your CV. According to Innes (2009), it will let your future employer have a brief picture of what might you offer them. Objectives are useful when your current job is not relevant to the one you are applying for. This technique is probably one of the most priceless ones I learned during my study. I plan to start a social worker's career at the end of my research, and it is a new job for me. However, I believe I will have the personal qualities and qualifications needed for the job. Writing an objective part of my CV will let my future employers notice me and interview me for the job. Another successful technique is to short research about the strategy, way of work and aims of the company writing my CV (Morgan, 2012). This will help me realise if I am ready to work for this company and outline and describe the qualities and qualifications that will be of most use for the company. It will generate trust and show that I care about the things that the company cares. I have not experimented with my new CV, because I am a bit far from gaining the qualification I need for it. However, I am sure it will give my future employers the right messages and guarantee me the job I like most. 
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The third skill that I want to talk about is analytical and critical thinking.

[image: ]
Fig.3 (Sjolander, T. 2016)

According to Bloom's Taxonomy, the ability to analyse data are just two steps before creation. It is called analytical thinking and is a linear process in which we break down the information given to developing an overall conclusion, assumption, or solution, based on it. To be able to go through this process successfully, we should use complex analytical skills. As per Sternberg (2003), specific complex skills should be used to "analyse, critique, judge, compare and contrast, evaluate, and assess". Tom Chatfield (2018) gives an understandable meaning of critical thinking, stating that it "helps us research for the best account we can find of the way things are". This definition is just one of many, and it appears that critical thinking is a skill widely discussed in the scientifical circles. In 1988 a committee of 46 experts in the field of critical thinking, known as the Delphi Committee, came out with a standard definition of it in the so-called "Delphi Report", in which they agreed that the core skills of critical thinking are analysis, evaluation and inference (Facione, 1990). 
Based on the analysis above and following Kolb's reflection model, I can find personal weaknesses from before the start of this module. Those are my overemotional reaction when under pressure and not being able to critically and realistically look at the problems. Another negativity that I found in my attitude was the fast jumping to conclusion without analysing all the problem's sides and all possible solutions. This module has given me a deeper understanding of both analytical and critical thinking. It has developed my skills to pay more attention to the details and analyse problems from their different angles.
Furthermore, I have learned how to control my emotions when under pressure and need to find emergent solutions. This has helped me to be more objective, organised, creative, and flexible. I have tried the newly gained skills analysing my time management abilities and my knowledge of CV writing. In both cases, I put aside the stereotypes, personal feelings, and emotions I had followed till now and based my solution on the newly gained knowledge and understanding. It was not easy to overcome the emotional part in me, but I succeeded in the time management process, and I believe my new CV will be a success once I need it.   
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To sum up, several things happened to me during the Academic and Employability Skills classes this semester. First of all, I learned a lot of new methods, strategies, and tactics. Second, I was able to look at my previous knowledge and ways of working, plan my time and write essential pieces of work. Going further in the matter, time managing helped me organise my work and life effectively and efficiently. I was acquainted with a new way of writing my CV and how to promote and sell my skills and abilities. The unique perspective of critical thinking was of great use and gave me confidence and better understanding of how we create our work. Attending the classes and following the advice, instructions and massages my lecturer offered, I managed to see my present skills from a different angle. I helped me to develop them in the way they will be most useful for me in my future job. I utterly believe that all the new strategies and techniques have focused me on my academic development.
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Appendix A
Ivelina Succaria

Tel:(+44) 7377803470
Email: i.succaria@gmail.com

Profile: I am an ambitious and hardworking person with high potential to study and develop new skills. Being a teacher of English for 26 years I am well organised and team-working person as well as communicative and sociable individual. I work well in a team and can work under pressure and a lot of stress. As a teacher, I have worked on many international school projects and have experience in working with people from different nationalities and different backgrounds. I am interested in working as a part of a team, meeting new challenges, and giving my best for excellent results.

— EDUCATIONAL BACKGROUND—


October 2020          	University of Wales Trinity Saint Davis
                                      	Certificate for Higher education, Skills at Workplace
                                      	Health and Social Care (Level 4)
			Relevant subjects:
· Academic and employability skills
· Digital Skills and Research Methods
· Problem Solving and Decision Making
· Effective Teamworking and Communication
· Psychology for Health and Social Care


January 2020		Tutor Care
			Level 3 Diploma in Adult Care
			Relevant subjects: 
· Legislation system in care sector 
· Fundamental standards 
· Responsibilities of care worker 
· Infection, prevention and control 
· Support individuals with specific communication needs 
· Support use of medication     

October 2015 		Columbian University of New York

BYLP – Bulgarian Young Leaders' Programme

Relevant subjects:
· Lesson design
· UBD models
· ICT teaching
· Practice in US schools
· Teacher shadowing

February 2010		Trinity College London
 (Certificate of SEW in Teaching and Teaching)

Relevant subjects:

· Level of English C1 according to CELF

December 2004 		Regent College London

General English and Cambridge Certificate Course

Relevant subjects:
· General English Level 8 – Advanced

October 2004 		University of Sofia
			Teaching English with IT technologies
Relevant subjects:

· English language and Literature

· ICT technologies
· Web based applications 

1993 – 1997 		University of Plovdiv, Bulgaria
BA – Bulgarian and English Language (secondary teacher of Bulgarian and English)
	Relevant subjects:
· Phonetics, linguistics and syntax of Bulgarian

· Phonetics, linguistics and syntax of English

· Bulgarian literature of different periods

· English literature of different periods

· Psychology

· ICT

1986 – 1990		University of Silistra

		Teacher of Bulgarian and English (primary teacher of Bulgarian and English)
Relevant subjects:
· Psychology

· Pedagogy
· Introduction of Linguistics, Phonetics, Lexicology, Morphology and Syntax of English
· Bulgarian literature in different periods
· Practice in English
· Contemporary English


— PROFESSIONAL EXPERIENCE —

01/2020 – present.         Jewish Care, Lady Sarah Kohen Care Home, position held: Health Care Worker

Key responsibilities:
· To provide high quality care 
· To support residents with their everyday needs and help them in their daily routine
· To know and work in accordance with the national legislation
· To observe, monitor and record the development of the residents and maintain their dignity and wellbeing
· To work effectively in a team
· To communicate with relatives, their families, and different institutions
· To manage with files and documentation and work effectively with computers and other electronic devices
· To be able to take fast decisions, to work under stress, to be decisive and confident 

08/2018 – 12/2019	Woodbury Manor, Clay Hill, Enfield, position held: Health Care Assistant


Key responsibilities:
· Provide competent and professional care for senior people and residents with dementia
· Support individuals in their daily routine
· personal care including infection prevention and control, food, personal hygiene and overall reassurance, comfort and safety
· Observe, monitor, and record residents' conditions.
· Ensure safe and encouraging environment.
· Deal with different kinds of files and personal information.
· Communicate with patients, relatives, and care assistants.

· Promote positive mental/physical/nutritional health with residents.


08/2017 – 07/2018	Saint Vincent's Care House, Hammersmith, position held: Care Assistant

Key responsibilities:

· Provide professional personal care to the clients

· Support individuals in their everyday tasks

· Maintain safety and dignity for the clients

· Work effectively in a team

· Be aware of the job requirements and follow the standards in care work

· Deal with personal files and documentation

· Maintain good relationship with the other staff and the management


06/2017 - 07/2017 SONY Warehouse, position held: Picker and packer worker

Key responsibilities:

· Picking and packing CDs and DVDs

· Working fast and effective

· Working under pressure and deadlines

· Working in a team


11/2012 – 05/2017 Secondary School No 1, Targovishte, Bulgaria, position held: Senior teacher of English Key responsibilities:

· Managing a classroom organisation

· Developing timetables, lesson plans and curriculums

· Dealing with parents and students in risk
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· Leading in-school teachers' qualification

· Working with other teacher on interdisciplinary projects

· Managing with Erasmus+ international projects

09/2001- 10/2012 Private school of English – English Club Foundation, position held: Deputy manager of a private school, legal translator, and teacher of English

Key responsibilities:

· Providing high quality education for students preparing for Cambridge university exams levels – PET, FCE and CAE

· Providing high quality education for adults Level A1 to B2 according to CEF

· Translating documents of any kind and background. Following deadlines and providing high quality translation service for our clients.

· Leading teachers' meetings and planning the school policy and strategy

· Dealing with school documents, managing classes, teachers' qualifications, school plans and curriculum

· Dealing with parents, enrolment of new students,

· Maintaining good relationship between the teaching staff

· Organisation and teaching in International summer camps with students from Bulgaria and Europe

09/1992- 08/2001Secondary School No2, Targovishte, Bulgaria, position held: Teacher of English 
Key responsibilities:

· Teaching students age 11 to 19

· Dealing with classwork, lessons preparation

· Good Communication skills were required to be able to fulfil your teaching job

· Attending school meetings and leading conversations with parents, students and school staff were also part of the position held

09/1990- 08/1992 Primary School, Isperih, Bulgaria, position held: Primary teacher of Bulgarian and Russian
Key responsibilities:

· Teaching students age 11 to 14

· Preparation of lesson plans and curriculums

· Attending staff meetings

— IT SKILLS —

Proficient in Microsoft PowerPoint, Microsoft Word

Working with web-based applications for the needs of class work

TRADOS translation software


— LANGUAGES SPOKEN —

Bulgarian: mother tongue

English: proficient user

Russian: intermediate level user

— EXTRACURRICULAR ACTIVITIES —

Other achievements:

· I have gained leadership skills during my work as a teacher. Excellent experience in working in a team as well.
· I am a fast learner, able to work under pressure, being flexible and initiative in managing with complicated situations.

· Certificate of Spoken English for Work of Trinity College, London

[bookmark: page4]
Interests:

· My main areas of interest are: Languages, handmade crafts and DIY projects (decoupage, knitting, embroidering)

· I like meeting and communicating with new people from different cultures as I am very positive and outgoing person.

· Open for travelling, finding new places and cultures and meeting new challenges.

—CARREER ASPIRATIONS—

In short term goals, I wish to develop the professional skills I have, in order to be able to progress quickly. As an easily adapting, outgoing and good-communicational person, I will enable the achievement of both organisational and personal aims and objectives. My long-term goals are towards making a positive impact in the company I work for, meeting its goals and strategy. I also look forward to developing myself in leadership areas through experience and training offered by the company.

References: Available upon request
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