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1. [bookmark: _Toc49286670]Introduction

Before starting this course, I did not understand completely the types of skills needed in order to be successful in your career, but during the classes I have learned what is needed and how to identify the missing skillset.
After attending the Academic and Employability skills module, I have learned that my qualities are actually my strengths and what I believed to be fears are actually weaknesses that can be shaped to become strengths as well. During the first term I have analysed myself using what I have learned in order to be able to write my assignment and prepare the Personal Development Plan. 
I have learned that I have great analytical skills and that I also have great communication abilities. These are the skills that are predominant and that I plan to use more from now on, outlining them for my future employers.
I have also identified some weaknesses that I possess, such as: the time management skills, technological and management skills. I believe that I would not been able to identify these weaknesses if I had not learned how to analyse myself in this course.
Along with my strengths and weakness, I know now what my opportunities are and how to take advantage of them and what threats apply to me in order to overcome them.
[bookmark: _Hlk45646751]By making the Personal Development Plan I have set a goal for myself that I plan to start on as soon as possible. I believe this tool helped me to make a plan in order to surpass my weaknesses and made it possible to set realistic goals for myself.
For this assignment, we will use Gibbs Reflective Cycle, introduces in 1998 by Graham Gibbs as reflective writing method:
· Description – the first step where we describe what happened
· Feelings – what are out thoughts and feelings about what happened
· Evaluation – what was good and bad 
· Analysis – what sense to make of the experience
· Conclusion – what else we could have done
· Action plan – what would we do next time to prepare for a similar situation

2. [bookmark: _Toc49286671]Description

Every time we search for a new job, we all struggle to make ourselves look good to the employer and I believe that although there were thing that we studied in this course that I was familiar with, there is always room to improve.
This class helped me reflect on myself from a professional point of view, identify my strengths and weaknesses and how to transform these weaknesses in something that I can build on. Besides reflection, I found out that there are tools that can help me in my future career, such as the Personal Professional Development Plan.
Although I knew how to prepare a CV or a cover letter, I also discovered that these are our marketing medium and that they should be done based on our reflection on ourselves. 
Besides the above mentioned, the course covered also topics related to academic study such as how to reference books and journals, write a report or an essay.

3. [bookmark: _Toc49286672]Feelings

We all know that if we write about something right in the moment after learning it, our feelings will differ compared to if we write about the same topic at a later date.
Personally, this course, in both terms, made me aware of how I can improve myself. Strengths are easier to identify, but in general when we are asked what we would improve, we are faced with the fact that we actually do not know this. For example, I always thought that being overly excited in a cover letter shows the employer you are looking forward for the job, but I know now that this can make me look desperate. 
Also, it never crossed my mind that by making a personal development plan, I will be able to easily identify the next actions to take in order to advance in my career. 
My willingness to always grow is what made me take this course and it proved that there is always room of improvement in our ways. 

4. [bookmark: _Toc49286673]Evaluation/analysis

A. [bookmark: _Toc49286674]Employability review

We have learned in the first part of this course that employability is the capability of getting and keeping satisfactory work. We also found out that Knight, P. & Yorke, M. (2003) classifies the employability skills as “A set of achievements, understandings and personal attributes that make individuals more likely to gain employment and be successful in their chosen occupations”.
Among the employability skills I have and about which we have studied, are: 
· Communication: I am able to handle conflicts by understanding the needs on all persons involved as well as sustain an argument. Given my line of work I also possess oral presentation skills since I often find myself talking with large groups of people
· Interpersonal skills: I am quick in solving problems and I am able to make logical decisions. Working alone is not an issue for me, but I prefer a team since I like sharing ideas with my colleagues
The following elements constitute pillars for employability: experience, personal attributes, attitude and behaviour, qualifications, skills and knowledge.

B. [bookmark: _Toc49286675]CV writing 

The course has taught us that a CV is our own business card and the tool we can use to “sell ourselves”. Although there is no standard way to write a CV, you have to adapt it according to the job you are applying for. In order to keep it simple, this needs to be brief, no longer than 2 pages, and arranged chronologically to be easy to follow. Every experience we have in our CVs needs to have evidence to support it and we have to give concrete examples about what we have done.
The CV must include: 
· Personal details like the name, address, phone number
· Educational background
· Relevant work experience
· Career objectives
· Skills and achievements
To create your personal brand, you have to highlight your skills, knowledge and attributes.

C. [bookmark: _Toc49286676]Writing a cover letter

In order to be able to write a cover letter, we had to first learn what a cover letter is and as it is described in Morgan (2003:339) this is a business letter that goes along with a CV as an introduction to the future employer. 
If we know that a CV is the main piece, we can think of the cover letter as a side dish without which the CV would still be valuable, but not have the same impact. If in the CV we are stating facts about our work experience, this letter offers us the opportunity of convincing the employer we are the perfect person for the job.
The structure should be the following:
· Address it to the person of interest and if you don’t know the name, use general terms such as Dear Sir/Madam
· Introduction containing a summary about how you found out about the job and of course which position you wish to acquire
· Present yourself by telling them what your goals are and some essential information about your career so far and educational experience
· Most important is to sell yourself, highlight how your work had an impact in your previous positions and how you managed to improve the way of working 
· Last, but not least, doing some research about the company and trying to make them see how you can fit in and what you can change, goes a long way
· Don’t forget to thank them for the opportunity, in this way creating a subtle pressure in their subconscious that they have to organize an interview with you
We learned that we have to keep the writing concise and business style: be polite, but not exaggerated; be brief and offer only enough information to make them curious to know more; keep the sentences short and not lose ourselves in details that might bore the person reading it.
Some other important points to keep in mind are that we don’t have to make letter personal by telling them what issues we have on our day to day life or draw attention to our weaknesses. Even if we should be honest with ourselves by analysing which areas we have to improve, that does not mean that the recruiter is interested in it from the start. Confidence and a can-do attitude have a big impact on the person that might hire us.
We must be careful to not seem desperate and as such the level of enthusiasm should be kept low, but not so low that we will pass as uninterested if we get the position or not. Balance is the key. 

D. [bookmark: _Toc49286677]Reflective writing 

The course taught me that reflective writing is actually a consequence of reflective thinking, while reflective thinking represents an analysis of an idea from different perspectives and trying to explain it by reference to a model or theory.
I now know that a reflective report is meant to summarize a student’s reflection on a topic by reflecting on their own experience and analysing other people’s theories. 
I should also use multiple perspectives in reflective writing in order to understand better my experience.

E. [bookmark: _Toc49286678]Analytical thinking

I have learned in this course that analytical thinking is the process in which an individual extracts information, breaks it through and is able to offer solutions to the problems identified. In the end analytical thinking skills are problem solving skills, that if we improve, they help us become better communicators and efficient.

F. [bookmark: _Toc49286679]Critical thinking

Although critical thinking has many definitions, the simplest one would be that this is the careful analysis of the information leading to a goal.
I know that when referring to critical thinking from an academical point of view, this means that we should never accept what I learn for what it is and always challenge the information I receive. 
In my line of work this is an important skill as it offers me the opportunity to be able to ask the right questions and this way come up with a better result.
As stated in the course from SkillsYouNeed, 2020, if we posses critical thinking we can approach the issues in a systematic way, understand links between ideas and identify errors in arguments.

5. [bookmark: _Toc49286680]Conclusion 

In conclusion, was the course helpful in my future development? Yes, as I have learned how to analyse myself, what tools to use in order to make myself visible and how to capture the attention of my future employer.
Although this self-learning process is a continuous, I can safely say that based on the professional development plan I have now in place, things will take a turn for the better in the future. 
Benjamin Franklin said that “An investment in knowledge pays the best interest” and he was right as we can only persevere if we challenge ourselves and keep learning new things.

6. [bookmark: _Toc49286681] Action plan

For my future development, after taking this course, I plan to put in place a solid development plan for the next 5 years, in order to analyse where I want to be from a professional point of view.
After establishing this, next step would be to improve the arrears that still need work and when the time is right, prepare a proper cover letter and CV highlighting my strengths and how I got to overcome some of my weaknesses. 
Being a foreign student, developing my English knowledge will always be a priority and this can be done by attending online classes, reading and self-learning.
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