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1 INTRODUCTION
 This academic report aims to analyse the lessons drawn in the inaugural terms of the first year of Academic and employability skills module at University of Wales Trinity Saint David. Participating in classes we were asked to approach our reflection about the set of skills developed during the two terms and the impact they had on student’s academic and professional career using Gibb’s reflective cycle. The skills which are going to be analysed in this report are: CV Writing, covering letter, time management, critical thinking and team working.

2 GIBBS REFLECTIVE CYCLE

Gibb’s model is a reflective cycle that helps students to make sense of the situations in academic and professional career. The purpose of this report is to improve the academic and employability skills and is the reason that I understood the lessons sufficiently enough to build an academic essay using the following topics of the reflective cycle:

                   DESCRIPTION		FEELINGS

   ACTION PLAN                                                                             EVALUATION

                         CONCLUSION                                   ANALYSIS	

 “The Gibbs reflective cycle starts at description and then continues clockwise to feelings, evaluation, analysis, conclusion and ends at action plan.” (Mulder, 2018)
 

2.1 DESCRIPTION 
 The job seeking stage is a time-consuming process, I felt this when I arrived in England about a year ago, when I was exploring potential employers according to my qualifications. Having an experience baggage in logistics and security acquired during the past years abroad, even so I had difficulties in finding a job, even if my language skills were not on a basic level. I could not understand why I was not skilled enough as the interviewers told me so, when there were plenty of opportunities. However, I did not realize the importance of a curriculum vitae and how important is for the employers. According to Quintanilla and Wahl (2017, p.287) “A resume provides a picture of who you are as an employee by highlighting your skill set. An excellent resume illustrates how you fit this position and this organization and highlights the skills you posses, relevant to the skills required by the position for which you are applying.”

 2.2 FEELINGS
 At that moment I realized that I need qualifications approved and recognised by the authorities according to the legislation or any other certificate that can prove my skills and I had not, except my working experience. There was a moment when I considered that the factors are valuable for me, are not as valuable for the most and the society I moved in which has a different psychological climate, for example I was fascinated by the discipline that people deal with their work, the order of the transportation networks and so on, I understood why I felt under-skilled. Somehow, I felt that I want to make an upgrade in my life. Then is when I decided to go to University, I started the university at almost thirty years old, and I have to admit that I found university intimidating because it has been more than ten years since I finished the high school, also worried because I thought I would not manage to go to university and the workplace. Finally, I encouraged myself that no matter what will happen I will do my best and the result would be more than beneficial. To start studying I should have find a job as I needed to maintain myself, also being a Student Finance England requirement, the programme which helped me to enrol at university.

 2.3 EVALUATION
  Before starting the courses, I applied for the services of the Job Shop in the district I live and with the help of a project support officer we build a resume, opening with an accurate personal profile section also known as covering letter, followed by a brief key skills section. The covering letter and the key skills section are the most important parts of the CV because shows all the aspects of technical knowledge the candidate has. After a passage of work history, which is also significant because it shows to the employers how the candidate gained the skills listed in the previous sections. Finally, education and training section is influential in the decision-making process of the organization the aspirant desires to enrol in, it is also indicated to attach a reference which is a statement that someone assisted in the aspirant career, which unfortunately it was not my case as I was looking to begin my professional career in England but it was not an impediment. With the help of the project support officer I got my first job in a logistic warehouse. After attending the courses at university, I learned how to write myself a successful CV and a covering letter by understanding the concept of selling yourself in the employable sector, considering the skills I have and looking for an opportunity to upgrade them. This was useful because when I was looking for my second job, I used the acquired knowledge from the university, especially from the academic and employability skills module and previous experience. As I was looking for flexibility to be efficient at the workplace and university, I successfully got a position in hospitality. Now I can use a proper time management in the second term at university, which comparing to the first term, assessments are required to all the modules. To be productive at university and workplace during an academic term suggests that it is compulsory to meet the characteristics of a dynamic person with unlimited source of energy, however due to the tasks I have to cover in a limit of time, later at university I learned about time management criteria useful in a crowded calendar. Time management is the strategy of planning and taking over the control of scheduled activities to make it efficient according to the individuals’ standards. According to Morgan (2017, p.50) “In reality, there is probably no such thing as time management. It is not something that can be managed or controlled – time is there regardless of what we do, and it ticks away regardless of whether we think we can really manage it or not. We cannot add to it or take away from it – it is a finite resource. What we are really talking about here is our ability to use our time effectively”. I consider that following the Eisenhower method is beneficial , the main idea is to set priorities, it is important to analyse the further events according to the goals I have. An example is that during this term I must submit three assessments of two thousand words each, so what I am planning to do, I will arrange the assignments for the second term in a chronological order.
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2.4 ANALYSIS
 Attending to classes made me think how much better life would be if I were able to control the things that I am doing. I like to believe that since I started studying at the university, I find better solutions to obstacles. According to Morgan (2017, p. 69) “Perhaps the most obvious answer to ‘What is critical thinking?’ is to say that it is a form of thinking which is ‘critical’, where ‘critical’ is usually taken to mean something that is negative  and painful to receive , rather than something that is helpful and that many people would not have spotted  or thought about. In reality, ‘critical thinking’ means both, but it is far more than that. A much better name, perhaps, would be ‘insightful thinking’. “ 
Finding solutions to problems sounds more like a problem-solving skill, but it requires critical thinking abilities, for example once I detect a problem that stops me from achieving my goal, I start to make a research in order to check what caused the complication, environmental factors or by external sources, things I can control or not. I like to control the situation by eliminating the issue in a way that would not repeat. Probably true, as I had no qualifications, I took advantage of the free time between the first and second term and I joined a door supervisor and CCTV operator courses which I successfully passed as a result that I did not wanted to be in the same situation as when I started my professional and academic career in England. Attending classes helped me to improve my language and writing skills which were extremely useful at those courses though I do not have a job in the security industry, for the moment.

 2.5 CONCLUSION
 One of the things that I could have done during this period is that I would be a team player considering that I am an individualist. “As teams work on common goals, members fill various roles and responsibilities to contribute to the group effort. Roles are a set of prescriptions that define the behaviours required of an individual member who occupies a certain position.” (Bray and Brawley 2002, cited in Griffiths and Dunham, 2015 p.24)
 One advantage that team working offers comparing to the individual goals are bigger rewards which are the result of a long-term objectives, also being part of a considerable project indicates how efficient are the skills a member has. One aspect that I did not considered on previous years the mechanism which works as, I would like to use an expression I heard in classes during effective team working and communication courses, a reciprocal interdependence. “The success or failure of a team is strongly related to the quality of its membership.” (Collins 2001, cited in Griffiths and Dunham, 2015 p.35) 
 I built a SWOT analysis, the aim is to design a vision of how the near future should look like. 
	STRENGTH
	WEAKNESS

	· Listening skills
	· Team-working

	OPPORTUNITY
	THREAT

	· Studying at university
	· Not having a qualification



“A SWOT analysis is a technique used to determine and define you’re your Strengths, Weaknesses, Opportunities and Threats- SWOT” (Shewan, 2020)
I will try to use the strength to turn the weakness into an opportunity. Doing so, I will try to turn my opportunities into strengths. For example, I will try to use my listening skills to turn the team-working deficit into an opportunity to be a better team-player, in order to enrich the list of strengths. Therefore, I will try to diminish the chances of being without a qualification.

 2.6 ACTION PLAN
 The analysis was useful because at University I learned to develop interpersonal skills by working with colleagues in groups at academic projects. Another word that I heard in classes and I love it is synergy which is a concept of affiliated strengths of two sides generating better development than the worth of a separate party. Which I identified to be a win-win situation between students because by working individually could not get the passing marks. 
I intend to pass the first year at University of Wales Trinity Saint David to obtain the Certificate of High Skills at the Workplace to increase my chances of employment in the employable area, security industry in particular.
 
3.CONCLUSION
Therefore, I consider myself lucky having to take these courses. The reports I made during the first two terms at Academic and employability skills are proof of development, reports that I could not write before starting the courses at the University of Wales Trinity Saint David. Now I can compose either a reflective or evaluation report. I adopted useful time management strategies like the Eisenhower method, I improved the writing skills by applying to paraphrase or summarising techniques. I will improve by applying SWOT analysis techniques whenever the weaknesses will threat the opportunities to become a strength. Becoming better than yesterday and not as good as tomorrow.
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Restaurant Manager

Posted 25 October by Zachary Daniels ® £22,000 - £27,000 per annum
Hornchurch, Essex ® Permanent, full-time

Coffee Shop Manager opportunity in Upminster within a massively expanding retailer!

Zachary Daniels Recruitment are currently looking to recruit a Coffee Shop Manager within a fantastic growing out of

town retailer in the Upminster area.
We are looking to recruit a manager from a coffee/branded/restaurant environment who is now seeking a new

challenge and can make an impact in our clients business.

The Coffee Shop Manager is responsible for:

o Ensuring the smooth running of the day-to-day operations of the coffee shop and associated departments.
Work with your Area Manager to constantly raise standards and achieve results

Motivate, manage, lead and inspire your team at all levels and at all times
Take full responsibility for the recruitment, induction and training of your teams
Carry out regular reports of the restaurant to sure high standards is maintained, issues addressed and

recognition of success is acknowledged.
Prepare and managing the daily, weekly and monthly KPI's and maintaining cost controls.

Coach and mentor staff to ensure success is maintained across the coffee shop
Establish a positive, healthy and safe working environment in accordance with all appropriate legislation and
regulations

.
We are eager to speak to Coffee Shop Managers, Coffee Store Managers, Restaurant Managers, and

Assistant/Deputy Restaurant Managers who want to work in a fun, fast paced and enjoyable environment.
We want to speak to Managers with the following backgrounds:

* Hotel and Hospitality
e Restaurant/ Fast Food (Branded)

e Grocery
¢ Coffee/Café
* Leisure and Hospitality

The role of a Coffee Shop Manager is extremely important to our client, this part of the business is an important area
for their customers and they expect the highest standards of service at all times. As a passionate hospitality manager
you will take pride in offering the highest standards of food and drink to your customers, you will work hard to
inspire those around you and make a difference to the performance of the business.

The starting salary will be up to £27,000 depending on your experience and this will be reviewed throughout your
career,

ﬁChary Daniels specialises in Retail and Hospitality management recruitment. To apply for this Hospitality
anagement position send your full, up to date CV immediately to be considered for the role.
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