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A reflection of relevant employability skills that I have learned during this module or need to develop in the future. Furthermore, identifying my skill gaps to improve on it.
Frank Aning Barfour
21 December 2018


[bookmark: _Toc456901515][bookmark: _Toc518316701][bookmark: _Toc532924938]Introduction 

[bookmark: _Hlk530656021]In this report, I am going to reflect on how this module has helped me gain some critical academic and employability skills. I will focus on what I have learned during the past ten weeks and how it has benefited me in life. I learned how to prepare professional curriculum vitae and sell myself to a prospective employer. This module has also helped me improve my presentation skills. It has given me a variety of communication skills such as nonverbal, visual, public-facing communication. In addition, I am using the Gibbs, (1988) reflective cycle to write this report.  Furthermore, I want to qualify and graduate in a business-related degree this module gives me a lot of insight into the subject area. I am also developing my negotiating skills by learning effective and proven ways. I also notice that I have leadership ambition the course gave me the opportunity to work in teams.    


[bookmark: _Toc532924939][bookmark: _Hlk530751263]Professional curriculum vitae
[bookmark: _Hlk531714048]When starting this module, I did not find it interesting because I thought why I should have to learn how to prepare a curriculum vitae. However, I was surprised that I only knew the basics about it and that I was not doing it the right way. According to (Innes, James,2016) a curriculum vitae is a personal presentation of your progress in life in relation to work and academic performance. However, curriculum vitae originally stems from the Latin language and is explained as “course of life” (Innes, James,2016, p.6). My understanding of this is that it should also present different achievements of your life. Furthermore, a good curriculum vitae is all about presenting and selling yourself to future employer moreover it gives you the opportunity to show your achievements, experience. The potential receiver of this document must see the reciprocal benefit in your curriculum vitae. This means it must stand out from all other ones read and show a high competency in the skills sought for the position that you are applying for. 

[bookmark: _Toc456901517]

[bookmark: _Toc532924940][bookmark: _Hlk530751289]Evaluating Professional curriculum vitae
I have learned a lot during these 10 weeks from preparing a cover letter to making a professional curriculum vitae. According to (Buzzanell,1999) a cover letter gives the opportunity to introduce yourself, also it highlights a variety of topics covered in a resume and shows the future employer your grammatical capability.  This module has enlightened me and upgraded my skills I formally wrote my curriculum vitae in chronological order with a lot of difficulties. However, this module has thought me otherwise I learned to write a skills-based curriculum vitae. 
This knowledge has made it much easier for me to prepare a professional curriculum vitae. I also get the opportunity to show prospective employers not only knowledge-based skills but also personal achievements.  Previously I did not know how important writing a professional curriculum vitae was because everyone I knew did it the same way. I have tried out the skills of preparing this document according to what I have learned, and I have noticed an increased benefit from it. Previously I did not get invited to many interviews but surprisingly I been able to secure a job now through this new method. 
[bookmark: _Hlk530751506]
[bookmark: _Toc532924941]Communication skills listing 
Listening is an important skill to develop in society according to Crockett, (2011) listening plays an essential part in professional career improvement. He argues that individuals only pick up 25-50 % of the information that it hears. Furthermore, Barker and Watson, (2000) note that listening is divided into four groups.
· People-oriented listeners, they are focused on showing feelings and concerns for others. Usually, they tend to try and find equal grounds for responding to issues.
· Action-oriented listeners, these individuals are only interested in clear and comprehensive information that is needed to accomplish or discuss solutions. They are easily distracted by receiving disorganized information mostly becoming angry.
· Content-oriented listeners are individuals that are only interested in highly complex and detailed information, however, this information should be challenging to them. They will assess this information on merits and quality before expressing any opinion about it.
· Time-oriented listeners, these people often like short communication and want a plain to the point information. They are more time focussed and prefer to know the time available to them prior to communication.
In addition, you also have different categories of listening for example in interpersonal situations listening is divided into two types either conversational or presentational. If the speaking changes with frequency to different individuals it then turns into conversational-listening. 
Conversational-listening is predominantly in our day to day personal and professional interactions. Whereby Presentational-listening often occurs in formal environments that are provided for an active speaker and responsive listener (Nelson and Heeney,1984). 
Good and accurate understanding is needed before a response to information received. According, to (Kegan,1994) to be a good listener have developed a skill of delaying your opinion and analyze the information received. This highly effective skill is for you to see the information from the other perspective (Kegan,1994). 

Ways of improving your skills-based listening can be done by adapting the Hurrier Model (Appendix 1). It provides a body for improving your listening by interconnecting listening into six components. Hearing, Understanding, Remembering, Interpreting, evaluating, and Responding (Brownell,1994,1996).   


[bookmark: _Toc532924942]Evaluating Communication skills listing 
I can honestly say that I still need more improvement in my listening skills after doing this research about communication skills. Furthermore, I now know what kind of listener I am by default, an action-oriented listener this has given me problems in the past. Because I notice that I get short temper when I am having a conversation and I am not given clear information that makes sense to me.
I think I will need to change my listening skills to improve on my interpersonal contacts and this will be beneficial for my professional career. It will also help me in my personal development and family life. I am going to take on the Hurrier-Model to change my listening skills by actively analysing information and understand it before response or reaction. I am impressed by the research about listening skills according to, (Nixon and west,1989) it is an important basic communication skill but more valuable than other learning processes.  







[bookmark: _Toc532924943][bookmark: _Hlk530751399]Presentation skills
Good presentation skills are essential to achieving a successful pitching of an idea or project with an audience. However, when I started this module I lacked all these vital presentation skills. I had bad tendencies such as poor self-expression, very bad eye contact and could not create a personal relationship with the audience.  I did have some strong points such as self-confidence but honestly, when speaking in public it’s another case. According to, (Duke and Dee,1998) a well-rehearsed presentation involves a lot of effort and self-confidence by being organized and prepared. What I got to from this module is the knowledge on how to present myself to an audience and to define audience expectations. This ability can help me when I must speak to people on different levels.
 As mentioned by (Dunbar et al.,2006) spoken communication and presentation skills are of vital importance to students. These skills give students a head advantage in their future careers. Good people skills are all communication and how you present your opinion because this can have an influence on others. 
 In addition, (Furmark et al.,1999) argues that 77% of the population regard public speaking their greatest fear. Personally, I think most of us are affected by the first 5 to 10 minutes of that feeling when you start a presentation. But when things get started it mostly disappears. In addition, a presentation is elaborated as presenting of information or idea that is delivered through oral communication and digital design for the specific audience to hear and see (Waite, Maurice,2012). 


[bookmark: _Toc532924944]Evaluating Presentation skills 
My improvements in my poor presentation skills have been big and this module has been a great advantage for me. I am more relaxed when talking to different audiences because I know what I want to offer what they are expecting from me. According to (Covey,1989) a presentation must have a strong message for its audience. The whole presentation should not be more than 30 minutes because the audience may lose interest. Also keep limited topics that would keep the focus (Peoples,1992).
These fundamentals have given me more insight into the presentation skill, I have noticed that these skills are transferable. For example, in my work as a security officer when dealing with the public they expect, and I should try to deliver a message as direct as possible for a better understanding of what is allowed or not. With good preparation, we expect a good result but that is not always the case because of unforeseen circumstances. So, the need to check material before you start is important
 


[bookmark: _Toc532924945][bookmark: _Hlk530751372]Negotiating skills
Before starting this module, I did not have any good negotiating skills because most of the time I try to avoid discussions when there is no agreement reached. However, this module has thought me different approaches of negotiating and how to be more effective at it. According to (Quntanilla and Wahl,2017) a negotiation is a debate between two or more people. With the ambition to finalize and conclude understanding about matters at hand. I have always seen it as a weak point in my life and something I need to improve on sometimes you must have some weight going into such situations. This is Emphasised by (Johnson,2012) he says that your caliber to negotiate will increase in time with experience gathered during career this can be academic excellence, responsibility or length of service.
 I learned in class that everyone has potential negotiate we do this daily not in specific situations. Reciprocity always occurs in negotiation we want something for something else. It is not always mutually beneficial to parties involved but one will be content with the results. According to (Voss, Raz,2016 ) it is always beneficial to ask fluid questions during a negotiating. He also says there three Negotiating styles Accommodated, Assertive, Analyst. In addition, he explains that negotiating is all about showing empathy and a not fight, but you must always be won by achieving your main aim.





[bookmark: _Toc532924946]Evaluating Negotiating skills
 I thought that I was a good negotiator but that was before this module most of the time it looked more like a fight for something than ordinary. I have gained some basic skills about negotiating such as asking the open-ended question and the role of human empathy in it. However, this module has given me information on how to become more effective in negotiating. As mentioned by (Voss, Raz,2016) we all negotiate in life because we all want something.
I have also learned about the different styles that you can use as an effective negotiator depending on who you are discussing. One point I think that is of importance is my mindset about what you have to offer in the negotiation I have learned that you can start with nothing to offer and get everything you want at the end. I can use these basic skills to improve on what I already knew in my daily life.


[bookmark: _Toc518316708][bookmark: _Toc532924947]Conclusion
To conclude, I have had a allot of benefit from this last ten week on this course, it has given in-depth knowledge about certain skills we normally take for granted. Such as listening, negotiation, presentation and preparing a resume. This course has made me more aware of the important communication we have to acquire in life. I now use new methods in preparing my resume based on my skills rather than academic abilities. This has helped me to convey what I have to offer any employer.
In addition, l learned all the basics of making a good presentation this also included how to send a strong message to the audience and keeping your timing within 20-30-minute red line. I have been able to work and improve on my listening skills by understanding what kind of listener I am. I can now work and eliminate the bad habits and communication errors that were prevalent before completing this module. As emphasized by (Voss, Raz,2016) a big role in negotiation is progressive listening. I have improved on my negotiating skills because I can identify how to start and what result I need. I am still confident that I can improve on these skills because learning is a lifelong goal. From now on forward I will enter a debate as a stronger individual than before this module.


 

.     
[bookmark: _Toc456901523]
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