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1.Introduction
The purpose of this reflecting report is to analyse my own employability skills such as CV and cover letter writing, reflecting writing, time management, analytical and critical thinking and presentation which I have required along my studies. For each topic above I will use different reflection models, such as Borton’s development framework, Kolb’s experiential learning cycle, Gibb’s reflective cycle and Driscoll’s model and I will include in class exercises together with my lecturer feedback as appendix, to list my improvements in my areas that I need to work , below I have listed the topics I will be  developing  such as : 
Time management  , CVS writing ,Cover letter writing and assignment discussion , Discussion of last week’ s practice , Reflective writing – example and practice , Analytic and Thinking skills , Public speaking and giving presentations power point tips , Performing  presentations on reflection models ,Summarizing and paraphrasing review and , Referencing review /assignment workshop .
2.Reflective writing 
I have learn the importance of time management skills and I need that skills in my entire life, as well  in order to put myself available for a job , The first time I heard about time management in the first term, I didn’t  have an ideas  that was significant  area where I  must  improve  and after learning it I understood it was vital for me ,  because I always had problems to manage the time, both in my private life and at my work place . I had one conception before that ,there is a lack of time for everything, I don’t need to  have to run or rush  because the whole life is busy I rather remain calm and objective , also being late is acceptable therefore I don’t need to stress . However, when I started to study about time management the module it wasn’t really having an impact on me but , advancing  in the module, I find out that is very  helpful to have this skill because it helps to plan my week, days  or even my month in that way  I will be able to achieve more with less effort. I understood  with good time management I was able to arrive in time  to my workplace, at university and others places .I had habit to  blame someone or something when I am  late , it happened sometime   when  I am late for work .However since  I stopped this behaviour and reflect about the reasons why  and finally I concluded that I should be avoiding anything  that prevent me from being on time at workplace.

 According to skill you need (2019 ) ,the employer will prefer to recruit someone with strong communication skill with the ability to listen, to deal with difficult situation, manage aggressivity and this has helped me to develop my own communication at my workplace to become more calm and to communicate effectively with the society. Before the topic my understanding on the topic wasn’t that urge means I was not giving myself enough time to understand the influence of communication in life but now ,  I got knowledge and the  impact of  having communication skill .this gives me the confidence to deal with different person from different background , I also understood there is some people who love to talk, but ,on the other hand , there are others who appeared to have nothing to say .(Morgan ,p243) 
Interpersonal and Numeracy skills I found this topic very important because it gave me the good knowledge and  how to deal with different background ,to develop  own skills that they  need to get ahead at  work place such as : relaxation to stay calm in difficult situation , having positive attitude wish you can transmit to others , empathy the ability to understand and respect others point of view , understand stress in myself and others , assertiveness the ability to understand the thoughts and the feelings of others , computer and technical literacy which is very essential , professionalism that include gesture , eye contact ,body language and writing without spelling mistakes and grammatical errors.
 To understand my weakness side and to accept criticism that was something I was struggling to listen , but after the topic I really change my perception because ,to have that skill shows your leadership and helps me to be a good team worker  and  makes me more  approachable in my  work place .this was very good topic the fact that I have put time to understand the topic and I am now feeling that I should  practice my interpersonal and numeracy skill every  time at my work place and everywhere ( Corporate class inc , 2012). 
General Awareness skill   this skill l helped me to developed my health and safety skill and to learn first aid,  I really found it  important because I do sometime  neglect the guidelines of my health and safety meanwhile it  has big impact on me, business and  politics as well a big influence on every organizations ,I didn’t put much effort in the beginning of the lesson until I went through the Moodle and listen to the lecture , by human nature we all have awareness but we give less interest but , after the lesson I really  needed to start developing that skill because I need it in everything I do. 
                                                 
 Morgan (1997, p.338) defined CV as  a way to introduce yourself to employer by mentioning your best skills, experiences, education and qualifications in order to attract the employer to invite you for the interview with the chance to be offered work experience or to develop your knowledge. This topic has helped me to have a clear view of a Curriculum Vitae because  I  under estimate the topic before but, what happened was the time the lecture took to explain the topic which I didn’t expect and that makes me  feel attracted and now I can   imply that I know how to write a CV .
Morgan (2017, pp339-365) described the impact of a  cv  the essential part to  cover    things like : personal statement a short summary of who I am and what I am looking for , education and qualifications, hobbies and interests and references which is often on request and , I should be logical , brief and relevant ,avoid spelling mistakes and grammar , choosing a professional font and using bullet points and headings  which I didn’t really know before the topic and now I have earn more knowledge about the CVS .  
Morgan (2017, p339) defined cover letter as professional letter which support an employ cv and to give to employer a brief statement why you are a right person for the job. I have learn that when I am writing a cover letter I should start by Dear Mr./Ms. and finish by yours sincerely ,if I know the name of the person or Dear Sir/ Madam followed by yours faithfully , I  also should do some research about the company and there is many elements I shouldn’t miss like introducing myself by giving basic information about myself , what I am able to bring to the company in order to achieve the company  goals , the final paragraph to attract the reader that I am  right candidates for the job and  show him I am confident with my experience and skills that is the best way to ask for the interview .  I have  learned when I am  writing  a cover letter in business style my sentences shouldn’t be long there is some word that  I should  not be included to the letter and  to not exaggerate things , also how to be specific in what I can contribute to the company.
 What I didn’t like was the little motivation I putted before understanding the topic and I did learn next time I have to pay more attention in every topic and to not assume I know the topic or I don’t need it . We had  in class  exercise which students was asked to choose job roles and to write a cover letter like they were  going to apply for the job , I did choose to apply as a Head chef the lecture s comments said very good and could mention more about the company values see( appendix 1).
Reflective writing was  an important topic as I normally gives less time to think about my past or my experience before taking decisions and after the topic I learned ,it massively important to take into consideration my past experience in more practice before decision and the lecture even went further to say it imperative to put it into written format , I fancied the subject because it tells you if you are able to think about your experience it will help you to avoid mistakes and move away instead of taking measure without thought .
The objective of the lesson was for the students to know and to comprehend what is analytic thinking, how to give an example of analytic skills, and to know how to develop their analytic thinking skills.
Analytic thinking is the capacity to evaluate the fact, generate and ensemble ideas, defend your opinions, to compare, drawing inferences, examine arguments and the ability to found solutions (Chance, 1986, p.6). Having this skills makes me feel important to the society because without that you can found yourself struggling  with others therefore, learning the subject did  help me to evaluate situation before taking action , to solve problems, criticised myself as well and to learn how to negotiate and progress these skills helped us to become good thinkers, creators and communicators.
During the class the tutor motivated students to do presentation and every student chosed his own topic to present and learned that there is lot of aspect which makes people to panic while the do presentation which was the fear of others might laugh at you , you thinking you not are capable, not worthy enough , your speech will not be interesting , you cannot cope to stand in front of people, fear can stop you from progress and prevent you from realising your goals ( Stevenson, 2019) 
We also learn the correct strategies and techniques to overcome fear such as: How to build yourself confidence , breathing techniques that help you to remain calm while you are doing presentation , the key opening your presentation with impact and confidence and building confidence through interactive group exercises( Stevenson  ,2019). we had in- class exercise which was really important for the development and the feedback I received from the tutor and students was good and motivated , since then I am feeling capable to stand and talk about my topic although there still room for improvement see ( Appendix 2). 
Yourdictionary (2019) defined summarizing as the fact of taking a lot of data and creating a compressed version that covers the main points ,  An example of summarizing is writing a three or four-sentence description that touches upon the main points of a long book and paraphrasing  is changing the words of a text in order to be different from the original source, changing the structure and the word class like a verb to a noun if you didn’t  change these definition you could be in the risk of plagiarism therefore is one of the important skills to have  (Smith ,2015 ) .In the first term we had in- class exercise how to summarise and paraphrase since then I have developed the skills. 

3.Conclusion 
 The second term was more self-development and discovery on the Module and the University all the topics was good progression and has helped my development I felt more confident for example with the practice we had for the presentations , the cover letter so on , I was not really feeling part of the course until the second term the tutor given me more responsibilities and demonstrate how these skills was useful in life .Today I am able to do self-critics I have gained  confidence on my communication the fear I had before knowing English was not my first language has gone though there is still room for improvement , going for the interview writing a business letter or a cv avoiding plagiarism and had good understanding on references compared to the first term , I have improved and developed lot of skills I even discovered had some skills due to feedback received by the tutor and colleagues .This is my first time at English  University and this module has showed me my weakness and my strength which I have an obligations to work on my weakness and keep on my strength .
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And as a result, fear holds you back, blocks your path to success and prevents you from achieving your goals
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