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[bookmark: _Toc512848669]1. Introduction
The University of Wales Trinity Saint David, provides higher education, learning and research opportunities, is a well-known for the academic excellence of students in UK. The University of Wales Trinity Saint David gives high importance on the "Academic writing" so that students are efficient enough to broaden their academic knowledge and skills. The reflective journal or report helps me to reflect my tasks, skills experience and improve skills in different area like academic and professional tasks. The study method of University of Wales Trinity Saint David helps me to improve skills in tasks and skills regarding to the preparation of academic writing result in development of quality of the employability skills. The competitive market economy makes it crucial for the firms and business organization to conduct frequent R&D and develop product or strategies of businesses. The study is the brief description of how I learn and acquire knowledge and possible implementation in business or official tasks.
[bookmark: _Toc512848670]2. Experience
It was a very good experience while working on this course. In this experience part I will mention about the skills I learned from this course. So before doing this course I was not aware of different skills needed to succeed in workplace and my position in relation to those skills.
The UK Commission for Employment and Skills (UKCES) has the simplest definition of employability in terms of skills that is the skill requirement by almost any person for doing a job. The scope of employability is not confined to qualifications, degrees etc. We all need degrees but only degrees are not enough to secure a job. Other skills are also needed. The skills of an employer must match the needs and requirement of employees.
Academic skills earned in Universities must be properly implemented in workplace.
So some of my experience which are worth sharing here
i. CV writing
One of the first main criteria of any employer or the first impression is CV of an employee. I have learnt the significance of CV writing throughout this course. There is no Universal format of writing a CV. But a CV must have a clear cut impression on an employer. Seeing the CV of an employee an employer has an impression. They say that first impression is the last impression. If the CV of an employee is not up to the mark it is seen that many don’t get shortlisted for a job interview. Some important things I got to know about which must be in a CV in a clear and précised way. The Things I got to know which is important for writing a CV are personal details, career objectives, educational qualifications, skills, hobbies, previous experience if any. So these are very important based on these skills an employer judges an employee. If these things are not properly written in a CV than employer will not have a clear overview. For presenting oneself in front of an employer there is no alternative to a good CV. I have recently updated my CV to show my tutor; I have added an evidence on the appendix section.

ii. Report writing
Previously I wrote report without presence of any proper structure. I just wrote by myself didn’t follow a specific guideline. So here I saw that my report had a lot of frailties. There were a lot of lacking in writing a proper report. A report must be written clearly and concisely and proper structure must be maintained in a report. Every assignment or topic or even every project that needs to be presented in form of a report must be done properly. 
Reports need to have that element of simplicity but we can’t say that it is easy to write a report. While writing a report proper sequence of events should be maintained. That is the things which are included in topic of a report must be correctly addressed and done sequentially one after the other. If proper sequence of a report is not maintained it is seen that the reader will not have a clue of what comes first and what comes last. He/she will have a very hard time figuring out what’s there and what needs to be included. Every report is different every report has a different purpose or objective. Some of the key elements that must be present in a report are as follows
a. Have an understanding of type of writing
b. Identify the specific audience and purpose of the report.
c. I must know how audience reads our report.
d. What are the motives of each section in a report?
e. Proper use of written text as well as graphical data in a report.
iii. Group work
Teamwork is a very important skill. So for a team being functional each and every member of a team must collaborate with each other. I learnt that from the start of a project we need to know each other properly understand views of each other and see whether we are heading towards the right direction. In our organizational life we have to go through a lot of group projects. So my overall group work needs to improve. After forming norming and storming we finally need to come to a conclusion of working together to manage a group project.

iv. Communication
This skill is essential in every sphere of life. Whether it’s in real life or in work life I must have the ability to properly communicate. I learned that while working in a group that you need proper communication skills for interacting within a group. It’s often seen that if there is not proper communication while working in a group than the message to the team members is not interpreted properly. As a result there is misunderstanding and lack of harmony. Unity is strength. So for group members to be united they must first manage to properly communicate. Proper communication skill needs to be developed as it is very important for my work life too. 


v. Time Management
The way time can be monitored and controlled can be viewed as time Management. (Roe et al., 2005). One of the most important and vital elements of life is line. There is an old saying Time and Tide waits for none. So I have realized that in managing the deadlines I have to be very strict. If proper deadlines are not maintained than we are penalized. In work life also we see that without meeting proper deadlines of client I might lose any of my potential client which may have long term impact on my business or even if I am working for some.
vi. Leadership
While leading a group or team in University or also in work life we have to lead from the front. Previously I often didn’t undertake leadership I was keener on being a follower but throughout the course of time I have seen that at times people really need to step from the front. The leadership skill doesn’t come in a day it requires time. In work life when I will get promoted and climb up the ladder I will have to manage people. At that point more than skills it’s about managing people. I need to leave the tendency of just being a follower I just have to come forward and be proactive. In group work also at times someone needs to step up and come forward with a solution.
vii. Creativity and Problem Solving
In practical life we will have to encounter a lot of new problems every day. We may learn a lot of things in our academic life but in our work life the problems will be different. So I from now on have to learn to be creative and try to represent things in a different way.
[bookmark: _Toc512848671]3. Reflective observation
Based on my observation I have seen that I need some things to be sorted out. First we need to concentrate on the positive.
The positive ideas are as follows
i. My biggest positive side is my determination, commitment and the will to work. There is a common saying known as where there is a will there is always a way. So I always will to learn new skills for improving
ii. Learning has been a good skill of mine. I have always wanted to learn new things.
The idea of learning and improving skills such as report writing, presentation, creative problem solving, innovation, leadership etc. The different aspects of these ideas have been pretty impressive. So I am pretty happy that I found out my position in relation to these skills which actually needs an improvement.
The negative side
Everything in this world has a negative side. So here I have learnt that sometimes when you are not skillful or lag behind certain skills people have a tendency to be harsh. People come from different backgrounds so it is seen that they always have a tendency to point out the negative side on most cases. At first I feel while criticizing a person we shouldn’t jump on to the negatives without praising the positives. This hampers the morale of the student. In many cases a lot of people attack others personally. Without personal attacks we should rather focus on constructive criticism.

[bookmark: _Toc512848672]4. Conceptualization
Previously I have discussed about different academic skills as well as employability skills. So we know that each employer wants some specific set of skills for the employees or for a specific job. These are mostly commonly addressed as employability skills. These skills can help me or any other who is studying get a job. Some of these skills are Communication, teamwork, initiative, learning, management, technology etc. So as a result for getting a job these skills are a must. Depending on these skills an employer will end up hiring us.
On the other hand Academic skills are specific set of skills which are taught in Universities. These include report writing, group, work presentation, research skills, the ability to think critically.  So for meeting the requirements of a degree we need to have certain sets of academic skills which are important since they are a degree requirement. Like for report writing we need to have good writing skills, for giving a presentation we need to have proper speaking skills. So academic skills are very much important for meeting the degree requirements and solving day to day problems of our life.
Linking academic and employability skills
Though both sets of skills are not the same they indeed have a lot of similarities. The Universities design their academic program in such a way that when a student enters work life he can adapt and work quickly. In other words we can say academic life of a student is a training or guideline for students for their work or job life. So a student I feel must work properly on specific set of academic skills like writing, presentation, teamwork and other things which are needed for work life. Besides I feel he should focus more on the skills which is requires in his/her specific area of work.
[bookmark: _Toc512848673]5. Action Plan
This course has helped me by leaps and bounds. As a result now I can understand my areas of weakness and I Have noted and recognized in which skills I lack behind.so I have made an intent to work more and more on these skills. These skills needs to be mastered such that when I head to working somewhere I must have profound knowledge which will help me achieve success.
The following things I intend to do
i. For improving report writing I am searching a lot of articles on improving English grammar. I have already started reading a book named common Mistakes in English. 
ii. For improving communication I am searching a lot of articles on how to solve verbal and oral communication skills. There are many articles related to communication on internet. I hope I can improve my communication skills.
iii. I need to improve my Leadership skills. It should involve take initiative and lead a team. Be it a sports team when I play or even a group presentation team.
iv. For creative problem solving I plan to solve a lot of case study in future. Solving these case studies can help us achieve those objectives.
[bookmark: _Toc512848674]6. Conclusion
The study I conducted, is regarding to the academic writing and employability skills is very crucial for improving our learning quality, skills for employability and overall efficiency. For academic skills such as academic writing I need understanding of the topic given. I need to understand what is required and what needs to be fulfilled. In terms of employability skill such as creative problem solving we need to rise in tough situations and solve a problem. So I need to develop some skills from our University life such that when I head to work to the real world we can solve those problems very easily. The graduation is a period when everyone should strongly focus on specific set of skills. The skills should be mastered such that the students have a competitive edge based on those skills. So this was indeed a unique experience I learned about report writing, preparing a CV and many other set of skills needed for having success in the work field. I will try my best to sort out all my weakness and work on overall skills.
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Siddiqur Rahman

Contact No: 07875940433
Email: Siddig2008@hotmail.co.uk

PERSONAL STATEMENT

A well cultured, friendly person, I am looking for a position as a care assistant. I want
to help others who need extra assistance and believe it would be a very rewarding
career move; I hope to establish a career in the care industry.

KEY ABILITIES

Initiative

I have worked with individuals from various backgrounds and abilities and on 1
occasion a member of my team did not understand a customer and was very irritated. I
took the matter into my own hands and attended to the customer helping with their
enquiry.

Communication Skills
I liaised with up to 150 customers daily as I took their orders and delivered their

purchases’. 80% of customers were happy with my service and would regularly come
back.

Team Player

In my previous employment I worked with 7 other members of staff. I would often
suggest team meetings where we could discuss tactics for the business to run
smoothly. My team members felt I was someone they could rely on and talk to
whether it is personal or work related.

Time Management

Whilst working in a busy fast food restaurant, I managed the time between the
cooking and delivering of meals to ensure customers where satisfied with their
service. I successfully delivered meals to a high standard even in the busiest of times;
in the lunch hour I would serve and deliver food for up to 70 customers.

Trustworthy

Whilst working in the fast food restaurant I was also responsible for taking the money
for each order which could be between 100-150 customers daily. I had no
discrepancies against me in this time of employment.

Hardworking
I dealt with approximately 100-150 customers daily. I was responsible for taking
orders, cooking the meals and taking for the purchase. Both the lunchtime hour and
the evenings would be at the busiest; I would serve up to 70 customers in these hours.
I made sure that all orders where delivered to the right customer and all change was
given correctly.

Reliability
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I have a 100% track record for punctuality in my 6 months of employment and never
took a day off sick.

WORK HISTORY

Dec 2010-2015 April Assistant maganger -Dominos. Wrapping
I worked in the inside management staff and prepared food.
April 08- Jan 09 Manager; Nisha Bethnal Green

I managed both my staff and customers ensuring the shop run efficiently.

July 08- Jan 09 Chef; Spice Hut Mile End
I worked in the kitchen and prepared meals and assisted the other chefs in their duties.

Sept 07- July 08 Chef: PFC Whitechapel

Whilst working in the kitchen I ensured all food was cooked properly, I also took
orders from customers and delivered their purchase.

May 06- Sept 07 Cook; Café Isha Roman Road
I cooked and prepared meals

Jan 06- April 06 Kitchen Assistant; Fast Food Lime house
I assisted the staff in the kitchen with preparation of meals.

Dec 05- I immigrated to England
Feb 00- Aug 05 Garment Maker; Self Employed Bangladesh

I coloured garments and sold them in my shop to my clients needs.

EDUCATION, TRAINING & QUALIFICATIONS
2009-2010 ESOL; Language Level 3 Waltham Forest College

June 2009 Care Assistant Course Medipost Plastow
I worked as a voluntary care assistant to help the elderly

April 09- Aug 09 ESOL; Adult Net Work Whitechapel
I completed and obtained a qualification in ESOL.

HOBBIES AND INTERESTS

I enjoy watching TV and plug into the News for around the world as I am interested
learning about what is going on in the world. I enjoy spending time with my family
and friends.

References available upon request
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