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[bookmark: _Toc17893660]INTRODUCTION
Applying for a job requires preparation and skills that benefits both me and the employer. Academic skills have a great impact on our employability skills. Throughout this module I have improved my weakest skills.
Focusing on reflective writing, forces reflective thinking. This process is another skill that helps us understand introspection and how we can evaluate a given situation or topic to take the appropriate action on improving our weaknesses. Academic and employability skills are co-related, the understanding and practice of the first one will implicate the development of the other and carried to any job position. Also called transferable skills, employability skills can be thought and improved for a better chance of being hired. Perfecting these skills takes time and practice, as it holds a substantial responsibility on how successful the future will be for any individual. Aside from knowing employability skills, there is a few time-consuming steps that will have significant improving employable qualities. Starting from the CV, our first impact on the employer, where our qualifications and skills can determine an invitation for an interview, to the ability to talk with the interviewer, takes constant practice on academic activities such as Oral Presentation, being a valuable help on communication. Subsequently, it is important to introspect on past events that impacted our actions. By taking use of critical and analytical thinking it will consequently help improve our reflective writing, 
I am going to reflect on this term’s teaching, by focusing specifically on how to write a CV to get that call for an interview, the plan to prepare for it and what to do during. Lastly, I will incorporate how critical thinking has impacted my self-evaluation on my academic and employability skills. 












[bookmark: _Toc17893661]Reflective Report 
Before the module’s lectures had started, I was conscious that my skills needed improvement. If I planned to climb higher in my career path, I knew I needed to sharpen the skills I already had and learn new ones. Firstly, I needed to identify what it is that employers are looking for in employees, independently of the job. I know now that employability skills are the skills that will adapt to any job, will have a big impact on whether someone is hired. It is important to prepare ahead, have an organised plan set in place. However, my uncertainty was on understanding how to get that call for an interview, and the answer came in one of the lessons. 
[bookmark: _Toc17893662]CVs and Job Interviews 
When applying for a job we should consider checking the deadlines of the employers and what are the employer’s request.
This module clarified me that the CV is ticket for the employer to call us for an interview. Consequently, we were advised by the lecture to analyse our most up to date CV. That exercise allowed us to detect the differences between CVs. Accordingly, I will begin to talk about the structure CV should follow to get us an interview and precede successful interviews.
[bookmark: _Toc17893663]Writing a CV
The CV should be written according to the job in sight, tailored to the interest of the job the application is for. We should start with a generic CV, with all our personal work history as content.
The structure of the CV, Curriculum Vitae, follows the European rules where the first thing we can notice is the inexistence of a photograph, this is an aspect that stops prevents the interviewers on being influenced. I it should also exclude our religion for the same reasons. 
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*My own CV sample 
[bookmark: _Hlk17750808]When writing the CV, it is fundamental to consider not taking more than two pages, although depending on the job requirements on someone’s suitability and experience, it may extend to a third or fourth page. Hence, Neugebauer, J and Evans-Brain, J(2016, pp312) suggests organising our CV by, firstly by having a generic CV, which includes all the experiences to date, can extent more than two pages; and second, use the generic CV to tailor a new CV, smart CV, that contains all of the requirements of job we are applying for. 
To make the Smart CV presentable, it should display the following, the basic information about us that includes our, name ( in big letters), address (may be just the post code without the door number), contact number and email (to allow communication); and the tailored information that contains:
Personal statement or personal profile, this should be short with 4 to 5 lines enclosing the key skills and passion to work in the new role for that employer stating career aims, tailored to the job the CV is the application for. 
Qualification (Education) and Training, our academic history and distinctions achievements, or studies that are being undertaken at that present time. It should show the most recent qualification down to the past ones. Emphasising qualifications and distinctions if the grades were not so good at same stages of the education. There is no need to show GCSE grades, however successful Math and English should be shown. Also, any training such as health and safety, first aid and fire should be included. 
Work experience or career history displayed in reverse chronological order starting with the most recent job at the top. For each job it should mention the employer; dates start to end; job title; key aspects of the job; key achievements within the job (write ‘I’ instead of ‘we’, it shows personal contribution to the job and employers are very interest in this. This section requires accuracy, concise and relevant to the job.
Competence and skills summary, because employers still emphasise transferable skills, this section should include components required for the job we are applying for, this is given by the employer however it should be tailored accordingly. In case there is no left space for this section in the CV, it should be mention in the cover letter, or if applying online, it should be written in the ‘additional information’ or ‘tell us more about you’ box.
Interests and hobbies, it should not include socialising activities such going out for drinks as a hobby. However, the practice of sports, reading or even travelling can influence the selection process.
References, coming at the end of the CV, does not hold big emphasis as the employers will probably get them If they are interested. Nonetheless, arrange a minimum of two to three referees the employer can contact. 
When writing the CV, we should use Word, Microsoft computer programming, it helps set the layout and adjust the margins. Also helps control writing overload on the pages.
[bookmark: _Toc17893664]Interview Stage
Succeeding the CV evaluation stage, the following stage should be interview. In this stage the employer will look for the essence of the CV. The process will be to discover more about someone’s potential and consequently connect with. 
A successful interview is a well prepared one. That are certain behaviours that the employers will look for when interviewing. Weather it is an individual or group interview, one should always prepare for it. I reckon the presence of confidence is present in a well-prepared individual. Interviews provoke nervousness and not always we are able to mask it. Nonetheless, Interviewers are aware and understand the anxiety related to this high-pressure situation, they also expect it to be minimized. When taken by those feelings the interview is usually uncomfortable and the communication between both parties is affected.
[bookmark: _Toc17893665]Before the Interview
One of my weaknesses is letting the nerves get to my head and consequently it affects my speech. I had an interview in the past, where I, having to do talk in front of my competition for the position, became so nervous that I lost my train of thought, stumble in my own words and could see in everyone’s faces that they were not interested in what I had to say anymore. I clearly was lacking preparation for the interview. Before the interview I needed to:
1. Prepare my personal message, have a clear understanding of the message intent to present. By producing a cover letter with key skills required for the job learned in past experiences that demonstrates our skills will be supportive when being interview.
2. Anticipate questions and prepare the answers, by researching set up questions that can be asked to explore our professional competence, those can be behavioural and traditional questions. For those questions we should scrip answers that adapts to the job in question and practice it. 
	Questions 

	Behavioural 
(show how past situations are handle)
	Traditional 
(standard questions)

	“Tell me about a time you had to meet a very short dead line”
	“Tell me a little about yourself”

	“Give me an example of a time you served as a leader”
	“why did you apply for this position?”


	“Give me an example when you had to resolve a conflict”
	“what are your strengths and weakness”

	tell me about a time you had to chance a plan” “
	“Do you have any questions for us?”


This are some of the questions that can be asked.
In many interviews the interviewer may ask the traditional question “do you have any questions for us?” in we should prepare our questions, it shows that we have done our research and have interest in the position. Consequently, questions related to salary, holidays, benefits are not appropriate, instead it should be related to their training program, offers of professional growth.
In addition, behavioural questions demonstrate analytical thinking, and the answer produced for the question should give an insight to the mental steps taken to produce a solution for a problem.
3. Prepare my appearance, by choosing the appropriate outfit to 
wear, dark colours suit combined with a white shirt, and polished shoes. This works for both female and male however, female shoes should not be higher than 2 inches. 
4. Reduce nervousness, by preparing and anticipating the interview question contributes for a mental stability, along with good physical state (have a proper night sleep) and arriving 10 minutes before, the interview will help reduce nervousness. 
[bookmark: _Toc17893666]During the interview
Every interaction with the organisation is part of the interview, the moment we arrive is the beginning of the evaluation. Therefore, treating everyone with the same level of professionalism. When meeting the interviewer, make sure to share eye contact, the hand shave should be firm. Non-verbal communication is also monitored, siting up straight has great impact just as eye contact. If a question comes where there is need to think about the answer, “umms” and “aahs” must be avoided. Listen attentively. Ask the questions prepared. Remember to stay positive, if the question is about a weakness, turn it into a positive.  















[bookmark: _Toc17893667]Conclusion
This module helped me understand what in my previous behaviour was weakening my employability skills. I was able to identify which areas needed improvement. Although, not mentioned, Critical thinking took part in this assignment, as I was able to use the knowledge learned on the subjects, CV and interview, in order to understand the process that can lead to a hiring. I was able to apply the knowledge in my CV accordingly to my skills. I know the weight it holds on me progressing professionally if a well written manuscript of my skills is to impress any potential future employer. The interview, or the stage before the Interview is crucial for getting that yes at the end, and this process requires analysing both myself, deeply knowing my best skills, and the employer or interviewer in order to make myself the perfect candidate for the job. Synthesizing the questions by producing coordinated answers the interviewer will possibly ask will better prepare me for new questions that may arise. Lastly however may be the first step, I can now self-evaluate my CV in order extract the skills that clearly showcase my message by showing evidence when mentioning relevant past experiences that are appropriately placed on to the role in question, as personal message demonstrates we understand the information we planned to present in order for the interviewer to get to know what professional contribution our skills can bring to the position. 
It is fair to say that, my confidence has increased in the process of learning more about the academic and employability skills. Anticipating interviews, this life changing event, I can now organise a plan to meet the needs of future employers. With Preparation tailored from my previous experiences accordingly to the any future role, by scripting the answers with examples from those experiences, I can showcase the skills I have learned and improved with positive attitude as I am well prepared. 
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