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TOPIC 1
WEEK 1 - WHAT IS EMPLOYABILITY

1. Review of Employability Commercial
One of the topics I choose was given in the first week “Review of Employability Commercial”, This class like all of them was gratifying because before my knowledge in this topic I can consider was very weak but during the class the lecturer was very enlightening as in all classes. Evidently, I already had some knowledge about employability but very basic values. During the class, the lecturer mentioned that employability is not only about performing certain functions but also adding more values to everything we already know. This class started to get even more interesting when we together, watched a video about how we can be “valuable” for a company improving our knowledge and what the employer looks for most on us, in other words, we need all components to get everything we want for things to happen referring hand skills to perform our work well and soft skills because all works needs it.
I particularly liked to know more about soft skills and how important it is to work as a team, build initiative, create a plan and organise tasks friendly creating a good relationship with all the people we work with, knowing how to solve the problems, that arise and one of the most important things is about our personality that is based on our behaviour, our attitudes, our social capital who we know, if we really want to become a valued person, the employability only concerns 2 people, we and them. To be honest despite being very touched and extremely saddened by the death of some of our family member, the lecturer Mr. Nadeem Mirza classes were all extremely well organised, motivating, encouraging with clear and specific objectives and it was difficult to say what I liked less. What I found most difficult to understand in this class was about commercial awareness. I never heard those words sincerely, but it was more of an acquired knowledge although it requires a thought study, everything start with bases.
It was very useful to analyse the cycle of commercial awareness presented in the module, which is easier to be analyse. What I found inspiring was the way the lecturer conducted this topic making it easier to understand.
The participation of all my colleagues also helped, because by sharing ideas with each other we always learn more about the topic of the class and also about the personality of each one. There are people more outgoing than others, which encourages more timid colleagues encourage them to participate in the class and feel enthusiastic! I would like to highlight the image of Slide 3 with the lamp, which I found quite original. What stood out the most at the end of the class was I managed to briefly understood that commercial awareness is based on people should know about the company you are interested to join.  What fascinated the most about the class was learning about the different steps that encompass employability skills: communication skills, interpersonal skills, personal skills, numeracy skills and general awareness. I understood the topic of the class successfully, always taking my notes and it will help me build my business. 
In 2013 I’ve started to develop part-time in the wellness industry, I’ve rented a small office, step by step my business is growing, this year 2020 I’ll started to develop full-time, studying this topic will support me to acquire more knowledge, more skills and help to build a successful team in my organisation.
However there is some indication that qualifications are only part of the answer and that soft skills are also an important feature of employability for jobs at both the top and the bottom end of the labour market (Brown and Heskteth, 2004: Lafer, 2004)
Soft skills is a fundamental and very important tool for our employability success.










TOPIC 2
6. CV WRITING
In today’s class we’ve talked and discussed about CV writing skills, as always the class was extremely interesting and very objective; i always had many doubts on how to create a professional and impressive CV writing, so i felt lost, i was very week before the class without much knowledge, i’ve just knew the basics that a CV requires. A CV is a document in convincing a potential employer who I’m, my qualifications, my work experience and my skills contributing to employer to offer me either work experience  or a chance to move forward in a formal selection process, so I thought the class would have more boring  and repetitive information I knew it already, however to my surprise when I reach there, my lecturer started to talk about a very important reason that a CV writing is not just writing our CV, he mentioned that is more about developing our personal brand, when we write our CV is based on our skills or working experience, our knowledge, he also mentioned the importance of all our attributes and other abilities, basically using all these strategies we are valuing ourselves as a brand, each person has his own personality, we are all different but each of us has qualities, attributes and it depends on how we will value our own image and how we will value our own image and how we can  improve our knowledge in employability.
In my opinion this part of the class was very inspiring and motivating, learning something new because before attending this session I had no knowledge in this point of view on how to improve a CV “selling our image”.
I also learned during this session that I must not write one single type of CV, referring that this it will not work out but creating a several ones, we should writing and make sure each CV is suitable for the specific job we are going to apply . To be honest in the  past I’ve just had a single type of CV  and sent it the same one to a different job positions, then I’ve learned in the past  I was doing everything wrong, during that session I decided in the future I’ll be making all the modifications in my CV according to the specific job requirements, personal specifications, because the potential employer is looking for the right person for that particular position and a suitable CV submitted there, will make the difference, I’ve also learned how personal stamen is important on CV writing and same top tips was given and discussed there.
I’ve also learned during that session how much we should be write our personal statement, how this is so valued on a CV writing and some top tips was given by the lecturer there and also discussed that a personal statement should be brief, a personal statement should be creative, clear and concise, it should be no longer than three lines or maybe two or three sentences or if we decide to use one only, we should make sure we transmit all the evidences to support everything we are mentioning.
It was also quite interesting a personal statement activity was practiced during the class with our colleagues and later uploaded on the comments box, sharing the different personal statements prepared and also compare them, I’ve considered a very productive session for me, because doing that I’ve learned fantastic top tips of other colleagues. I’ve learned I can also write some additional responsibilities and activities, hobbies and interests doing that give me an opportunity to show I do more than work.
I’m feeling confident now, after attending this CV writing class made the difference, now I can make a professional and a constructive CV writing for myself, I’ve also can create a personal statement if is required.
Creating your personal brand during the academic year 2013 – 2014, nearly half of all UK employers recruiting graduates received more than 2500 applications and 13% of employers received more than 10000 applications. A year later during 2014-2015 graduate employers typically received around 75 applications per vacancy (association of graduate recruiters, 2014, 2015)
Personal contact details 
These should include any University and personal email addresses and an up-to-date telephone number. Including your skype details is also a good idea (see, e. g. table 16.1) but you do not have to give your date of birth, through many people do. Some people also give a LinkedIn username. This can be useful if an application is take further to interview stage, but an employer will likely struggle to find time to lock at this at the screening stage. Is really a powerful tool creating a our personal brand to create a professional CV writing.

TOPIC 3
Analytical and Critical thinking skills (week 6)
Analytical thinking is the mental process of breaking down complex information or comprehensive data into smaller parts.
On the week 6, our session was about analytical and critical thinking skills, I’ve heard about it but to be honest most of the time and always I’ve got confused about the differences between analytical and critical thinking skills before attending this session.
I was very excited about this topic because I was sure I should  be able to get all the information’s needed and make myself clear on that thinking, in the  beginning we’ve got a lot of descriptive contents  as the lecturer discuss with all of us what is truly analytical skills and he gave us some examples, maybe we are looking for our data analysis, efficient problem solving (trouble shooting) personal, at work or maybe with our family.











TOPIC 4
(WEEK 7)
GIVING POWERPOINT PRESENTATIONS
We were on the week 7, today’s session we’ve learned about how to create a successful powerpoint presentation, before that session I had some knowledge in public speaking, I’ve made some presentations at the company I’m a representative, communication skills is always important to develop our public speaking during this session I’ve found out fundamental concepts to improve and be prepared to speak in public and motivate my audience, The lecturer started to talk about an important point of view in which we must be well prepared for our presentation  and not get out of the bed in the morning  and go straight  away to our presentation like I mentioned I’ve done some public speaking, lecturer was absolutely right  that we should  take a look at our audio, video system, try all the devices and connections to make sure they all work properly, maybe I can set up all the equipment’s in the right place, this basic preparation is essential, we can also print out for our handouts, lecturer also emphasised a basic prior information that handouts making is very helpful, this can be powerful too given to the audience, so we don’t fell lost and struggling, with this materials we will reminder what we will going to cover, we can also find space there for our notes speaking, teacher suggested one more great top tip, to attract the audience offer them written pens, doing this our audience will feel more attentive and motivated in our presentation and this is our main focus to achieve a successful and effective presentation, then the teacher talked about the importance of dressing appropriately, turning off our mobile phone. About the speaking our tutor emphasised we should speak with clear tone of voice and distinctly, very importantly as well is talk at our natural rate of speech and not be artificial using a different way of speaking, naturally delivering our speech will make a huge difference. The lecturer also mentioned is an essential tool to pause briefly to give our audience time to absorb and understand the information’s we are giving on each new slide.
It was also suggested and discussed on that session that we should use our slides like a reference but don’t read the slide aloud, on the public speech we must transmitted information’s in our own memory, one more powerful tool was giving and I really liked very much this session. It was inspiring to know in communication % takes important place by using body language, using natural gestures, the body posture keep your eyes on the audience, 38% of communication is all about our tone and sound of voice  and 7% of the contents play a role in the effective communication . Before that session I didn’t know about all these information’s, our tutor told us it was reference from a public figure. 
The lecturer was also referring a top tip to not take questions during the talk, we should always leave time for a few questions at the end of our presentation. Another important tip is not present too many slides, this can be boring for our audience.
After that another powerful tool was discussed as well about our behaviour, we should show some enthusiasm but don’t be exaggerated and be focus in involve our audience.
I’ve particularly like everything I’ve learned on that session, it was inspiring, motivating and extremely useful for my future presentations.
In all sessions I acquired more knowledge, I’ve learned fundamental communications skills, and this will help me to build stronger tools, improve my progress and procced with my business achieving, realising all my goals and dreams. 
A presentation is the oral delivery of information to achieve a particular objectives, this means that there a large number of ways and situations in which presentations can take place for an academic presentation at university, we can ever imagine the presentation as very similar to the spoken version of an academic essay. For the purposes of this text, however, we will concentrate on those which occur in academic setting on a typically, formal business setting through styles and expectations can vary significantly.
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