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Write an appropriately structured academic report where you reflect on your learning in this module. Mention 4-5 topics from either of the two terms and reflect how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. Explain a recognised model of reflection and apply it to each topic. Also, analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.
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Introduction
One of the most important things for me, when I started university was my successful graduation. Over the time, when I was attending my classes, the purpose of my education changed drastically.  In addition to the accumulated academic knowledge, the university developed many of my personal qualities and made me think about my professional development, in a different ways. It gave me a different perspective,  more confidence and new ideas, which I use even in my private life. Undoubtedly one of the most interesting modules for me was Academic and Employability Skills.
The situation today, in which each of us is placed, to be successful in the job market is quite difficult. In the report from the previous term, I shared my intentions to create my own hotel, and what I have learned so far brings me closer to realizing my dream. I found a lot of useful things in a topics like - writing a report, analytical and critical thinking, presentations and public speaking, note-taking and resource coordination, CV writing. I will share with you my experience in the text below.
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Report writing 
This module supports me to understanding the importance of writing skill that is needed to achieve the employability growth. Apart from verbal skills, it is important for me to enhance my writing communication in terms of writing the reports so that presentation of the information can be done effectively. I learned from this module that collected information related to many topics and subject must be presented appropriately by using right words and sentences. I also learned from this module that report should be presented in the presentable format so that accurate and reliable information can be shared with other members (Laguador et al., 2020). The main aim of this module is to develop the writing skills among the students by showing them presentation of the sentences. I also learned from this module that selection of font size and style is important because that attracts the reader to read the information and understand it effectively. 
According to my observation and learning, I think proper introduction about the information need to be given initially so that context of the information can be understand by the reader. The writing of the report also needed critical thinking process so that proper evidence can also be provided. The accuracy and reliability level of the information in the report is also needed because that improves the validity level of the report and its data. Proofreading of the information is also needed because that supports to avoid the misleading statement that may affect or hinder the accuracy level of the report (Aggarwal, 2016). My personal learning and experience during this module is effective because that improves the writing communication and supports me to present the information properly. Report writing skill is considered as the employability skill as it improves the formal communication and interaction among the members and avoids internal conflicts. I learned and experienced that logical information is only needed in the report so that misunderstanding and misleading situations can be avoided. 
[bookmark: _Toc60245687][bookmark: _Hlk60665115]Analytical and critical thinking 
The analytical skill is considered as the information examination that supports to collect the facts and figures about the topic and provide logical statement. This 6th week module supported me to understand the importance of analytical and critical thinking skills to meet the employability skills requirement. According to my observation, this skill allows me to gather the information that is needed to examine the information critically (Gregory, 2020). There are lots of challenges and situations which are faced by the organizations due to which they need employees who support them to take quality of decisions. In the similar manner, situations are analysed by the employees due to that appropriate solutions are determined by them. The process of this skill includes focusing on the situations, remembering of the critical points, organizing of the activities and resources, evaluation of the solution and application of the solution on that situation. 
I also learned that analytical skill supports me to process data and information for making the proper connectivity between new ideas and decisions. Apart from this, critical thinking skill is also developed in me with the support of this module as it improves my thinking process towards situations. My participation in the module is also improved when I understand the concept of critical thinking in the employability skill development (Sotiriadou et al., 2020). My personal experience during this module has analysed that analytical thinking includes evidence and facts collection so that information can be gathered and analysed appropriately. The logical thinking process is also improved in me that support to take the critical decisions as per the requirement of the situations. I also learned to analyse some of the alternative solutions that are needed to meet the critical situations through backup plans. 
Apart from this, I have analysed that critical thinking process includes evaluation of the information based on which further decisions are taken. The reasoning of the solutions and results are also needed by which process of right decision can be analysed. This skill is important for me to develop in my core strength so that I can handle complex problems that may hinder the business performance (Wickam, 2018). I also analysed that collection of appropriate information with the support of article evaluation is important through which I can present only valid information. The business strategic decisions are also taken by this employability skill among the employees. 
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Communication skill is considered as the most important employability skill because that improves the interpersonal skills. This module supports the public speaking skill development and that improves my public speaking capabilities. I was always on stress when I have to speak in front of people, not only at work or at university, but also in my private life. With the support of this topic I have developed my confidence level while speaking in the public. I also learned to improve my presentation skill by presenting information in the public and by communicating my findings personally (Hill et al., 2019). Before participating in this module, I somewhere lacking in public speaking due to which my confidence level is getting very down but with the support of this module I developed my skill and enhance my confidence to speak and present my thoughts in the public. As per my observation, this skill is developed by expressing individual views and opinion in the public. I also learned that excellent communication and vocal is needed to grab the attention of the public.  
This will supports me to present my skills in my future workplace and maintain individual personality in the organisation. The public speaking require proper plan that must include all the relevant points and before that I need to practice so that only right information can be shared with the public or audience. I need to improve my engagement skill so that I can grab the attention of my audience (Suleman, 2016). There are lots of strategies that I can adopt for improving my public speaking skills such as- prior practice, proper plan, speaker notes, positive thinking, positive body language and right use of words. I also learned how to create positive environment before starting my speech because that will maintain interest level of my audience. 
Apart from this, I have analysed that positive and soft spoken behaviour always supports me to present my thoughts positively and deliver right message. So, overall it has analysed that this topic has supported me to improve my skills and maintain strong place in this competitive market (Griffiths et al., 2018). 
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The organizations and big business in which I am interested need to have proofs of their work, portions, transactions, personal purpose, decision making, and legal laws. Thus in my opinion, the topic which were taught to me in week 3 in the first session, i.e. the note-taking and resource coordination skills makes me be more effective to gets my desired job with the increase in employability skills (Scott 2019). 
I can use note-taking at my initial stage in my business , and this will allow me to use the notes for my future development. Further the resource collection and coordination is another major skill which would increase my employbaility skills in the desired business of mine as; the firms want their employees to not just focus on the basic tasks which are given to them but also on other activities as a part of succession planning and further to allow the employees to manage their resources on there to provide the competitive advantages (Suleman, 2016). 
I can use the resource coordination skills to prove myself worthy to be selected as a talented employee and further reliable for the post, such as managers. Further, through various programmes and activities, we are taught to effectively collect the desired information from various resources. This increases my chances of getting employed because; the information passing is important in the firm to work effectively with the latest updates. The information collected from various resources allows me to evaluate the various resources and get accurate data for effective decision-making for the teams or the managers. Such skills have actively been sought among the candidates (Gowsalya and Kumar, 2015). Though the competition in the labour market is high, such skills increase the employability skills and secure a better place.    
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In past few months I was applying for more than three hundred job positions, with no success. That’s why this topic was so useful and helpful for me. I didn’t realized that the problem is the information that my CV gives to the employers. Even the structure of my CV was different. I didn’t know that is good to have personal statement. Important for me, when I was writing my CV, was to mention all my work experience and qualifications. This is the major skills that every graduate needs to know and further enhance as; the curriculum vitae (CV) is one of the first major documents presented to the employer during any of the interview further; the employers and the graduates do not know each other. The first personality of any fresher or candidates have been presented through the writing patterns, format, language and style of the curriculum vitae (Griffiths et al. 2018). Further, the employers have a huge pool to interview and thus; they look out for few important details that are important or desired for the given posts and thus; a well-written CV categorises the various sorts of information presented as needed by the employer. The clear heading further attracts the attention of the panel members and increases the chances for the selection. Well written curriculum vitae includes all the employer's information for the give posts and thus; reduces the chances for critical questions in an interview and leads to clear selection. The way the curriculum vitae is written presents the employees' personality in terms of knowledge and other soft skills identified by experts in the panel, which all increases the chances of getting selected. It overall increases employability skills (Trought, 2017). 
Since  the CV is the first document it presents the other candidates' other skills in single views such as presentation skills, knowledge of the field, management skills and more and thus; if the CV is presented wrongly or messy. This affects the selection process as the curriculum vitae affects the employer's perception towards the candidates, and the employer has huge choices to select from and thus; small mistakes in CV could make the employer reject the person.

[bookmark: _Toc60245691]Conclusion
In conclusion of my report I can say that I experienced many different emotions. At first I was extremely worried, asking myself for more than I could give, sometimes I was even rough to myself. In many cases, when I was attending my classes, I tried to remain invisible, because I was scared to  recceive a question from the lecturer, the answer to which would embarrass me in front of my colleagues. Now, after the end of the second term, thanks to the knowledge and experience that I achieved, thanks to all the conversations and shared ideas, I can say that I have become more brave and more confident.
Talking to my lecturer in one of our last classes made me think about courage. To remind myself of the time when I was a little girl, of the dreams which I had then, and of the easiness with which I perceived the life and what was happening around me. It made me believe in myself, create my own rules for life and ways of perceiving. Being brave, being honest, being childishly confident in making dreams come true, are some of the most important lessons I have chose for myself during my classes. Sometimes even in the corporate world we can learn from the children. Don't you think?
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