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This report will present an understanding of the module academic and employability skills. It will review the tools learned in this module and how these tools can be used in academic and employability life. Some of the techniques are the SWOT analysis and the PDP (Personal development plan). 
It will also explain the importance of time in an academic life and job environment. For example, this academic year, I have acknowledged that if there is not control of time, It will increase the percentage of fail in my goals and challenges. Therefore, it is essential to know the small things about time management. For example, having a decent time management skill could give individuals a better chance to be employable as they know how to organise their time. This is necessary because when individuals are a full-time student or a full-time employee, how to manage their time can be an excellent instrument to rich the goals that they promised, and to surprise perhaps their manager.
Throughout the second term of this module, classes were taught by an excellent lecturer. Her purpose was to show us the importance of academic skills and how that can be combined with employability to get a proper job. For instance, one of the essential requirements of the module is to know how to write reflectively. This means to write the understanding or thoughts of a past event or experiences in a paper. This ability can be useful when making curriculums vitae as we need to stage in a document who we are and our most vital abilities. Hence, the report will start with how to write reflectively. 
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Reflective writing is proof of deep thinking that makes the author examine, refine, and crystallise ideas that it was in his/her mind in a piece of paper that we called reflective report. The module required students to create a piece of reflective information about the module itself. However, as a student, it was very challenging to do this reflective report as it was something new to learn. Therefore, I made use of the information available in Moodle and some sources from the library. For example, to compose reflective writing, we can follow different models of reflection, in this case, the Kolb's learning cycle will be used. Kolb's learning cycle is based in four stages, where we should examine and get a result from our experiences. 
[image: ]
Kolb’s experimental learning cycle (1984). Imagen source: https://www.nicole-brown.co.uk/wp-content/uploads/2015/08/Kolb.jpg
The first stage is 'experience'. At this step, we take a note of our event or experience for the analysis. For example, a bad result in an exam. The second stage will be the reflection. Here is where you ask yourself, what have you done and how you did it to make that event or achievement happened. For example, I did not study enough to be prepared for the exam, because I was working, and the job took all my time. The third stage is theorising, which means that we need to start thinking about what we could have done differently. For example, I could study every day to get a better result and ask for fewer shifts. The fourth stage is about planning what we are going to do differently to improve or change the event. For instance, to get a better result in the next exam, I will be more organise and study every single day with books and lectures support. (Morgan, 2017)
For students, a reflective report is an excellent idea. Because by doing reflective activities, we can be evaluated by our effort and own understanding and not for memorise information and written down in a test. The differences will be that instead of receiving a score after a test or homework, I will demonstrate that I reached the learning outcomes by explaining my thinking about the topic and what I have concluded from that. In addition, I would say that reflective writing is necessary for every institution, as well as for real life. (Kathpalia and Heah, 2008) 
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During my academic year, I learned that time management skill has had different meanings. For example, most common are balance, flexibility, and having control over time. Also, it depends on how effective an individual reaches the goal using the appropriate mechanisms, which will be explained. 
One of the primary points of this module was to develop student's time management. This means that we need to have control of our time to rich the goals we planned. When someone is a full-time student, and at the same time, a full-time employee sometimes can be difficult but not impossible. If we do not know how to manage the time, you will have a significant percentage of fail because everything will be chaos. However, if you organise yourself, maybe creating your own schedule would be more organised. 
This is what I experienced from the beginning. I had no control of my time, then at the end of the day, I felt like not having enough time during the entire day. Therefore, I started to use some techniques and tools, for example, setting my goals, have a work plan, being organised, have a tidy workplace and so on.
During term one, my knowledge about time management grew up a lot, although it was not enough. Consequently, I started doing some research on time management to try to discover what I was doing wrong. After the investigation, I found that to have control over time. We should first make a time analysis to know the time we are playing with. After that, we can start setting up our goal or task, which in my case, was to finish the term with decent results. Thus, the first step is to start prioritising things. For example, in my case, find what module is more complicated and which of the modules demand more time to study.

Consequently, we need to create a plan that we can follow as it will help us to reach our goal. For example, it could be the PDP (Personal Development Plan) or a daily schedule. This can help to improve the organisational skills used during the daily routine. Indeed, I have used PDP for a long-term goal. My goal is to finish this course the next year. For the daily plan, I used a timetable where it shows the differences hours I will use for each module. For example, Monday – academic and employability skills – 4h, Wednesday – digital skills – 2h. Eventually, we can start deciding the time we will use for each module. In other words, if we find digital skills as an easy module, we can spend less time with it and concentrate on the more challenging modules. Next step will be organising the time, and this step is the most important as here is where we manage our time day by day. It has been challenging to get started because I was out of academic life for a long time. Thus, my abilities to organise the paperwork, notes or in-class teachings were meagre. 
During the course, I improved all these weaknesses with some basic techniques, for example, taking notes of the points seen in class. This can help to save time when doing summaries or reports, organising the documents can help to keep valuable minutes when trying to find them and of course, have a tidy workplace. Luckily, all this information helped me a lot in assignments time, and it was less complicated to make them. These values will help me not only academically but also professionally because every single employer wants an employee with high time management skills. I will take advantage of everything I have learned in the future, for example, when finding a job, completing my studies or in daily life. (Hellsten, 2012)
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Since I enrolled at university, I thought that my academic skills were at a standard level position. However, during all this time, I realised that my level was not enough. I did not even know the difference between a report and an essay. Nevertheless, now I can say that report is a formal way to explain or investigate an issue or event by using a formal document, and in an essay can also include the author point of view.
This year I have learned many things. Some of them are academic, employability skills and how to improve them as well to know how to organise my work and my time and using essential tools. For example, techniques I have learned, such as SWOT analysis (strengths, weaknesses, opportunities, and threats), PDP (personal development plan) and time management. 
The next tool, SWOT analysis, will be discussed as is a convenient method that people can use in daily life. For example, in order to progress in a company, some ways or tools can help to follow the right path of success. One of the most common mechanisms is the SWOT analysis. However, we can use this tool for our own benefit as well. Therefore, we need to take into consideration the following internal (strengths, weaknesses) and external (opportunities, threats) factors:
Strengths, meaning the most beneficial skills someone can have that others cannot and use them for their benefits.
Weaknesses, it means the skills someone still needs to improve or change to reach their target effectively.
Opportunities, the occasions, or possibilities where someone can take benefit of their skills  
Threats, all possible challenges, obstacles, or the things that can go wrong 
The principle aim of this mechanism is to compare the advantages and disadvantages of any plan and to find the best solution. Listing all these facts can be useful as can help to plan a better strategy for your business, find the most suitable career, reach any goal in mind, having in mind the challenges and the benefits. (Gravells, 2010)
In life, there are times where without knowing I have used this mechanism. For example, when I first came to the UK, I considered all the opportunities that this country could give me, such as a better quality of life, better salary, learn a new language. Also, I had to think of the possible threats, such as not adapting to the new country, missing my family and friends or even the weather. However, I consider myself an outgoing person that likes to take risks. Therefore, my strengths weightier than my weaknesses and I decided to come to London. Indeed, academically, when choosing the career I want to study after this course of Health and Social Care, I had to list all the things I am good and not good at, all job opportunities and the disadvantages. After carefully analysed all the facts, I choose to study Psychology. 
The following table shows my SWOT analysis and all the fact considered when choosing the career that I want to study after this course. 
	Strengths 
	Weaknesses 

	Persistent  
Hard worker  
Good reader
Good listener 
	Easy distracted  
Impatient
Slow learning

	opportunities
	Threats

	 More jobs opportunities 
Open new path career 
Getting new skills for life
Economy support 
	Expensive city  
Competitive word
High academic level  
 




Having into consideration my strengths, I can counter the weaknesses, such as slow learning with being persistent and hard-working to get decent results in the academic part. I expect a high academic level, thus, It will not be easy to be at the same level of rest of the students, but I am sure that my educational skills will improve as I am a good listener and a good reader. It will also be challenging to survive in London with just a part-time job and study at the same time, but fortunately, I have the support of the government with the Student Finance. The employment opportunities are very beneficial as well, especially if I finished the career of Psychology, the options of jobs will grow up. Thus, I will be less worry about the competitive world because I will be more prepared with more skills and experience to be in the game of employability. In addition, when making important decisions, it would be helpful to consider all these factors as it can be more effortless take the right judgment.  
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The PDP (Personal Development Plan) is a plan that helps people or business understand or develop learning styles, performance and achievement, in order to expand their knowledge about, "what", "why", "how" and "when" to complete their goal. All we needed to do is to ask ourselves some questions and paste in a square.
The first step will be visualising our dream life and decide when we want to change our life. For example, it is a dream for me to get more knowledge about social care and how to study people's mind because one of my passions for the future is to study psychology.
Finish this course can help me to get the necessary experience. Thus, the first goal will be finished this course. However, it needs to be more specific; that is why I recommend combining the PDP with the acronym SMART goal, which is a method used to set a tangible goal. Using the example below a more specific purpose could be. I will finish this course of health and social care by next year, to make that happen, I will have control over my studies with the help of a daily schedule. As well as it is soothing have the financial support from the government and the academic equipment from the university. To create this goal, I have used the questions below. (Anon, 2015)
What is my goal? - finish the course of health and social care.
Why would I like to do it? - to get more knowledge and experience in the sector of social care for my futures studies as a psychologist.
How am I going to do it? – using a daily schedule to have control of my studies, follow the daily schedule and studying every day, reading books and articles about Health and Social Care.
What do I need to make this happen? - Academic equipment, support of the lectures trust in myself.
When am I going to do it? - I will study every day until the last day of class which is the 16th of February 2021.
The square below is my PDP (personal development plan) for this entire year with some more examples.

	What is the goal? Or what do I want to improve?
	Why would I like to do it?
	How am I going to do it?
	What resources do I need to make this happen?
	When am I going to do it?

	Finish this course
	It will help me to get more experience and knowledge.
	Attending to the lessons.
Moreover, passing the exams and assignments.
	Academic equipment

Good Teachers

	16th of February 2021

	Slow learning
	it is essential for academic and employability skills.
	By reading a lot of books 

 trying to memorise as much I can
	Academic equipment
	During these eight months

	Get a better job 
	To have a better quality of life.

Give my family a better life.
	Getting more qualifications

Making a proper CV

Invest in my own employability skills

	Contacts.

Qualifications. 

CV.
	In two years


	Get a driving license.
	To drive my car 

to have more opportunities for jobs

holidays purpose

	Studying and practising driving rules and passing the test.
	books
and a vehicle to practise
	1st of November 2020



We can use this plan for immediate development needs, like lose 3 kg every week or get a contract for a job by next week, as well as longer-term ambitions like, have my own business by next year or get the diving licence by November. The PDP able me to discovered new zones of learning to develop the ability to reflect on my knowledge and achievement. According to the writers Smale, Fowlie and Julie. We can consider PDP as a railway journey because we will go through for various locations,  as well as see the PDP as our personal journey plan life,  just like a convoy we will have to stop in different stops. Those stops are our review dates, where we can evaluate if we are for the right way. (Smale, Fowlie & Julie, 2009)
[bookmark: _Toc50154372]CV writing 

At this point, we should be able to write a CV as we know our strengths and weaknesses as well as our goal for the future. Writing a curriculum vitae some time is challenging because we need to insert into a document what we are and what we can offer. The CV, it can be an electronic document or a physically paper that will be seen for many people (most of them are the recruitment team). Also, to have a more percentage of getting the job, we need to be very professional when writing the CV.
A CV is a review of our academic and employment history, but to get a better chance to have an invitation for an interview from the job we applied for, it is no necessary write the whole history of us. It will be more effective if we present the skills required for that specific job. We need to think that the recruitment team will have many CVs on their desk, so they do not have time to read long CVs. Be specific and transparent in your curriculum vitae is the key to have more opportunities to be chosen for an interview.
In my case, I have much experience in the hospitality sector, like hotels, restaurants, pub etc. Two years ago, I decided that it was enough for me to keep working in this sector. Thus, I started looking for different jobs. Fortunately, a friend told me that his job had a vacancy as customer assistance in an EE shop. The only requirement was that I needed to submit my CV online. My big mistake was chance nothing from my previous CV. Thus, all the information in the CV was about to get employment in a restaurant. As a result, I did not receive any news about the job, but during the followings days, my friend told me that my CV was denied because it had nothing about electronic skills. That is why I recommend writing the skills and experiences about the job we want to apply for.
This is an example of how to write a CV.
Personal details. This is where we write our full information such as full name (name needs to be big and clear in the cv), telephone number, address, email address (needs to be an appropriate email address) and date of birth.
Personal statement. This is a small briefing at the beginning of the CV where we need to tell the reader what we are and what we can offer. The Professional Profile can include some abilities and qualities that we can explain more deeply at the next points of the CV. As I mentioned before, it will be more effective if we write a short briefing that needs to be explicit and clear. Remember that we are trying to take the interest of the person who is reading. This is an example of a professional statement that I took it from my Curriculum vitae—committed and hard-working with five years of experience creating transactions and assisting client, solving customer questions, and ringing up clients. Creative problem-solver capable of helping customers with various needs and with a strong history of leading high-performance teams to meet or exceed objectives.
Objective: We need to mention our aspirations and goal for the future. This part can be right after the professional profile. I recommend two lines only for this part. For example, I am looking for a job where I can make use of my interpersonal skills and health studies to achieve goals and boost them to the maximum.
Education and qualifications. This part is a resume of the studies and qualification we gained during our life. It can be structured with the date when we received the qualification, details of the certificate, grades, and mark (if applicable) we achieved during the course and institution names. It is also advised to have a chronological order. Therefore, the first qualification will be the most recently. For example:
2019/2020. Certificate of Higher Education in Skills for the Workplace (Health and Social Care). University of Wales Trinity Saint David.
Employment history. This is where we explain our work experience, but we also can include other information related to work experiences like job Training or any voluntary work. It should be noted that we need to start with our most recent employment. Thus, it needs to be in chronological order as well. A decent structure could be, the dates worked for each job, job title, the name of the company, place of the employment, and a description of the duties. For example, this is a job where I worked for a couple of years, in the cv should appear like:
10/2015 to 02/2020. Barman and waiter at Benihana, the Japanese restaurant. London, England.
Description: Made engaging connections with guest to create loyalty, maintained full knowledge of bar and menu items and made recommendations etc.
Key skills. This is where we mention our best skills such as communication skills, effective sales techniques, problem-solving skills etc. it is essential to remember that we are offered our experiences and skills to a company.
Hobbies. This section gives us the chance to say something else about ourselves and not just work experience and studies. We can tell the reader about our passions or hobbies and what we do for entertaining outside of the office. For example, some of my hobbies are. Artistic activities such as painting or graphic design, rap artist, exercising and health care and meditation.
To conclude this part of how to make a CV. I will recommend following this small but powerful structure because this is what I put in practise after I fail the first try to get a job which after of chance the details, I finally get the job. Thus, the most crucial thing for your cv is that it needs to be easy to read, logical and consistent. (Innes, 2012)
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Academic and employability skills have been one of the most complicated modules for me in this term because it was difficult to adapt my level of knowledge with the high level required for this course as I was out of the academic life for at least three years. In order to change that, I continued with my studies, but as London is a busy city, it forced me to work all the time. However, after I studied the different tools that I had mention during this report, I am sure for the next term, everything will be more peaceful and less chaotic. To be honest, having control over time can help more than one individual to be more organise and less stress. In the same field, we have the SWOT analysis and PDP ( Professional Career Development), which helped me when I was confused about what to do next with my life and what could I do as a job. To conclude this report, I would say that all these tools can help to know yourself profoundly, and this information can help you to be more reflective. It will help to create a decent curriculum vitae to have more possibilities to be employable and have a position in your dream work that, in my case, will be as a psychologist.
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