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Executive summary
In the following reflective academic report will be presented the outcomes from the Academic and Employability class. There will be highlighted my own reflections about what we learnt and practice in class as well as the impact it had over my life and how I will use them forward. The main discussed topics will be Time-management, CV Writing, Cover Letter and Online Learning Experience. Finally, there will be written a conclusion about all the topics and my opinion about them. 


Introduction
Employability skills are those skills which are develop during time since we are children, and we continue developing them all life-long. These are the most in-demand skills by employers on the market. (Cleeve, 2018). 
 While we discuss about this topic in class, the lecturer told us that he recommends us to develop them always and get to achieve more and more because they are the keys to success in any career, we want to follow further. So, this is how I decided to focus on my employability skills more than before. 
The most relevant employability skills are problem-solving, critical thinking, communication, effective listening and the list can continue with teamwork, time-management and public speaking skills. We lave learnt in class that good employability skills increase the chances to get our dream job. (Jordan, 2019). Reading the materials provided from the professor there was mentioned that the easiest way to develop my employability skills is to volunteer, to involve in communities where I will work with people and try to reflect about the situations where I had hard times or something difficult to solve and figure out what skills I have been using to solve them. 
Academic skills are those which are harder to transfer, such as our professor gave us an example, working in an Interior Design program is hard to transfer to another industry because in that program you will use specific tools for the interior design industry, and this can not fit the application used in accounting. On the other hand, Academic skills are very important for employers because they look for well-prepared employees from the academic point of view also. (Cleeve, 2018). 
In class we discussed about the importance of our profile and so I realized that having an additional diploma from this University is a big advantage for me and makes me stand out among other applicants for the same job. 





Time Management/ Organizing Skills
Time is a different aspect for everyone, so as in class we discussed about it as a measurement tool but not all of us agreed. In my opinion, time is the essence of life and everything is connected to time. (Adekemi, 2018) 
[bookmark: _Hlk59135378] We need time to do things, we need time to rest and the most important of all is that we need to know how to organize our time in order to be effective and do the things we should and like to do. I am an organized person so in my conception, time organizing is one of the main tools in order to be successful. As (Adekemi, 2018) says in his article, we must avoid time-stealers. For example, social media is such a big time-stealer because after joining social media platforms we tend to spend a lot of time on it figuring out what other people, friends and family are doing or posting. Even if the social media is making our lives easier because we can get in touch with anyone in any part of the world just by one click, it is also a time stealer as we discussed in class. In addition, there is important to pay attention and monitor the time it is spent on those platforms in order to be able to reduce it and do important things such as working on projects, learning, reading or other duties all the people have. A good time-organizer is someone who is organized usually in every aspects of their lives even the closet is organized, their desk, their keys are always in the same place, so they do not waste any minute finding them. Prioritizing is another advantage for time-organizing because having in mind what is the most urgent thing to do and also important is helpful in order not to be late with certain tasks even if we speak about the project at the job or the assessment for the University. I get the lecturer’s advice given in term 1, week 1, and I started to write down the important things I must do, in order to be more efficient with the timing.







CV Writing
A CV is a paper which includes our work experience, our studies, our skills and rewards in order to be able to highlight pour values for the employer which is responsible about the job we want to get, and we have applied for. Before we discuss in class did not pay very much attention on my CV, so I did not know that it has to fulfill the requirements of the job description and this is why I started to pay attention to every detail. (Business Magazine, 2020)
[bookmark: _Hlk59135423]A good CV must include Personal information where there are listed the name, the e-mail and telephone number so the employer could contact you if it is interested in your CV and wants to ask you for an interview. The Photo for the CV is accepted in some countries or even required but in the UK, this should not be present in the resume. In the Education section it is important to list relevant studies or even the qualification obtained starting with the most recent one. In the Work Experience section is important to add all the jobs you had in the last 10 years. In order to stand out among others, after in class we discussed about it in term2, week 7A, I started adding the main activities and responsibilities I had but also the achievements so the employer can see what I was bringing to the company and increase my chances to be asked for an interview. A big amount of details are not needed but the most relevant ones need to be listed in the resume. Skills are almost the most important information that a CV can contain because these is mainly what stands out on a CV such as the languages you are speaking, the level of knowledge of the languages and the most important skills such as communication or teamwork or others also including the technological skills like Microsoft Office Skills and so on. (Business Magazine, 2020)
In my opinion, a good CV is increasing the chances to get hired and also it is the first step in building trust between the employer and the applicant. In my career maybe I did not get some of the jobs I anted because I have been making mistakes while writing my CV, so this course helped me to sort out how it should look like and what must contain and be highlighted. 

Cover Letter
A cover letter is another important tool we should have because employers take it into consideration while receiving our application for the job we want to get.  ‘A cover letter can make the difference between two equally qualified candidates.’ - John O’Neill. (Victor, 2016). 
[bookmark: _Hlk59135441] After getting this information at courses, I started to reflect on the idea and pay more attention to the things it must include because if I want a job, I need to deliver the best application to the employer so it can be interested in it. So, the cover letter must fit your personality and the applicant should not just deliver a formal letter done by a template because it usually does not work for the employers but makes them bored. Writing a good cover letter is the first step of showing that you really want the job, and this is also demonstrating the level of communication skills you have. Actually, I see the cover letter as a selling tool of my own skills and benefits I can bring in the company I want to work for. As in the resume, it is important that the cover letter fits the job description and fulfill the requirements. In order to be observed among the others, you should not write things as ‘I am a hard worker.’, but instead to write something relevant which may catch the attention of the employer. (Victor, 2016). Our professor told us in the class in term 3, week 7B, that we need to treat the cover letter as a complement of the CV not a long version of it. 

Online Learning Experiences
While thinking about the Online Learning Experience is just something new to me which means that I still need to adapt to it in time. (Loeb, 2020).
[bookmark: _Hlk59135466] Sometimes it is hard to hear everything is being said because of my poor internet connection or the teacher’s, sometimes is noise in my house or my neighbors are demolishing their walls, and these are some factors I can not control so it becomes sometimes very hard to attend classes.  As it said in the article of (Loeb, 2020), the online learning is not delivering the same interaction and socialization between the professor and the students. In some countries such as Florida in the United States of America, students were having at least one mandatory class which explains the fact that due to research, the students from the US are comfortable with the online courses. There are two types of online learning courses such as the individual course between teacher and every student for 5-10 minutes in which they interact with each other and the collective online courses where all the students are online on a platform such as Zoom and the teacher is speaking about the subject, evaluate, ask questions, give homework and evaluate every student. For most students, the online classes are not so effective, as I said before, for me it is not as effective as the in-person class, because the disturbance factors are usually very hard to control. In other words, not just the disturbance factors are making the student’s lives harder but also some do not understand as good as they would like to while having online courses. 
 In our courses at the University, we have collective classes which are more friendly because we can interact with each other and get to know between us and the teacher can evaluate us individually but also collectively. 

Conclusion
In my opinion, having good employability skills may assure a good job for everyone who knows how to highlight their strengths, skills, rewards, qualifications, job history and studies according to the job description’s requirements. The academic skills are coming into the CV as qualifications that are required in some industries and jobs but also, they bring credibility in front of the employer. Employability and Academic skills are mainly highlighting that the person who have them is oriented to grow in career, to develop itself and to climb in the career ladder for a to position. Employers usually seek for ambitious people which can add value to the company and get the best results. In order to be a good employee, it is important to have good time management skills which is vital while having tasks to do, deadlines, projects and fixed delivery dates for tasks. For me, being a good time organize, things seem easier and I became more assumed about the tasks I need to do in my workplace, University or even in life in general. Being able to write a good CV and a cover letter is a big advantage because it delivers information that may help us to get the wanted job. In conclusion, they merge when the employer is analyzing our application. Even if the COVID-19 Pandemic made changes and restricted a lot of activities I am happy that we are still able to study through online platforms and we can keep in touch with each other’s, deliver our projects and assessments. 
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