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Executive summary
The following report will speak about the Academic and Employability course and it has included in it the reflections and outcomes of how I will be using the information learnt in class further. I used the reflective thinking in order to manage to describe what were the most interesting topics for me and what I have learnt from them and how it changed my perspectives about employability. The main described subjects are Time-management, CV Writing, Cover Letter and Public Speaking which helped me to recognize some facts that I did not know and which helped me after getting familiar with them.


Introduction
Employability skills mean the skills we have and may transfer them from an industry to another or from a job to another in order to improve our work and get bigger chances to be hired by the employers. (Simple Learn, 2020). These assets must be presented in a way that fulfills the employer’s requirements as our professor said because usually the better the employability skills are and matching the job profile, the higher are the chances to get the wanted job. Nowadays, is just not sufficient only to have hard skills such as curses, diplomas or certificates but the main accent is on the communication skills, the teamwork, the time-management or problem-solving. (Simple Learn, 2020). 
Our teacher explained that having good employability skills and being able to demonstrate them by examples or situation when we used them, will increase the chances to be hired by the employer and get our job.  Because of the fact that employability skills are hard to learn, employers are seeking for applicants that already have them and that they build blocks during time and manage to achieve and develop them. 
Academic Skills always gave advantages for those who had them since forever and this is why teachers and University professors are sharing their knowledge by giving examples as our professor does in class in every hour so we will be able to have advantages among others when seeking a job. In my opinion, the lack of academic skills took my chances to grow more in the career path so this is why I decided to start this University program. Academic skills are giving us the advantage to be able to speak the language of an industry and to be prepared to face the tasks but also the challenges. Getting Academic skills is helping us to reflect on certain things and analyze them in order to figure out what it was about and get the outcome of every book, article or situation we are facing. (The Star, 2018). For me, the academic skills I started to acquire were also the academic writing which is very important during University because we need to be able to deliver professional assessments related t the subjects we are required to do. 



Time management-Organizational skills
The Time management and organizational skills are improving the quality of people’s lives but at the same time they are very hard to maintain and to develop. (Jackson 2009).
As my professor said in class, not everyone will be able to acquire these skills so we must work hard in order to achieve it. In order to avoid nights in bed thinking about how much thing we have to do, we should organize, prioritize and start taking action on the tasks we have to do such as, cleaning, doing our tasks at the job, going to the gym, going with the children in the park, go with the car to wash or repair it and so on. These things may bring anxiety which is a controller for our brains and we get stuck in a cycle of problems and insecurities and guilt. This is why we should learn to organize our time properly and get the best outcome of it. A few months ago, in term 1, week B,  after we discussed about it in class, I realized that I am in the above mentioned situation and I need to o a change in order to have a happier life with less stress about how I am able to do a lot of things in such a short period of time. This is how I started planning and organizing my time and it worked, right now I am happy because I already have in mind what should I do next and how much time it will take.
[bookmark: _Hlk59136165] It is very important for everyone to achieve it’s goal but we should not pay the biggest price, I mean the time in order to do it. A good time-manager is able to relax and recharge between tasks because it has calculated the time that he will consume on each task and not let anything to disturb him. The disturbance factors are very dangerous while time-managing. Time organizing skill must be a priority for lifetime so this is how you can achieve this skills: do a list of the most important tasks, then you need to prioritize them so you know which is the first to take care about, give a time or deadline for every task and after that get into action. (Jackson 2009).




CV writing
The CV is a paper which highlights the strengths, the experiences and studies someone is have. (Brewer, 2015). 
[bookmark: _Hlk59136202] Usually, an employer does not spend very much time reading the CV only if it catching it’s attention so in a few second it can decide if you are worth to be asked to go for an interview or not. This is why our professor’s advice was to make our CV’s so interesting and so fitted to the job’s requirements that the employer can say ‘He/She worth do give a chance for an interview’. Career advisors are recommending that the CV to have a good format, not short but not very long so the employer not to get bord but to be around two pages long and the most important, to be well organized. Another important factor is the grammar and spelling so with this you can also highlight the professionalism and attention to details. Irrelevant information should not be present in the CV but only the main requirements in the job description. (Brewer, 2015). 
As in class we were discussing about the subject in term 2, week 7, the lecturer mentioned about the LinkedIn platform where we should search for the same position we are applying for in order to see a wider perspective about the requirements for the job. 
Furthermore, there is not enough to have just one version of your CV because it may not fit every job you are applying for so every job description should match for a different CV of yours so this is how you may increase the chances to be asked for a n interview. The evidence written in the CV must be original and not just copied from somewhere because usually, employers have experience in reading CV’s and you may risk to duplicate another applicant’s answer which was unprofessional and just clicked copy and paste in his or her CV in order to impress the employer. (The Guardian Jobs, 2017).
Cover letter
The Cover letter is like a flyer the employer is receiving and when starting to read it, catches interest and is convinced that he wants the product offered. In short terms, the cover letter is the opportunity to sell you employability and academic skills in order to be hired. (Kalish, n.d.). 
[bookmark: _Hlk59136234] The main advantage of a cover letter is that you ca briefly explain what are your strength points and for example, the lecturer told in class that if we have a gap in our working experience we may explain in in the cover letter by mentioning how we used the free time to develop ourselves, such as skills, achievements, certificates and others. In order to create a perfect picture from you cover letter you should pay attention of how you express yourself and put all the relevant information in it without giving a lot of details so the employer to be bored and just not to pay attention for your CV further. The beginning of the cover letter should express how you want to improve the company and what can you bring for it in order to catch the employers attention and have the chance to go for an interview. (Kalish, n.d.). In my opinion, when we discussed about it in class in term 2, week 7, the cover letter should express that it is designed exactly for the employer who will read it and not as a general cover letter about yourself. 
Public speaking and presentation skills
Public Speaking is about expressing thoughts or presenting a project in front of a group of people in order to learn something or simply to propose an idea or project. (Gershman, 2019)
 For example, the lecturer is a very good public speaker because he does not hesitate ever to present our courses while me, am shy and I do not like people staring at me, concentrate their attention in me or listen me. Although, there is a solution for people who are afraid of speaking in public or presenting projects which need to achieve this skill for their career or just simply want to add a new skill on their lists, so the main idea is not to focus on ourselves when in a front of a big group of people. 
[bookmark: _Hlk59136257]It is important not pay attention if the public likes you or not or if you made a mistake or not. We all know that being human implies also doing mistakes so nothing can be so bad in a presentation that we should stop to present it. For example, in order to get comfortable with the audience, you may greet them, ask them rhetoric questions and present yourself. This is the easiest way to create a bond between you and the group of people which is listening to you. The eye contact is another thing you can do while presenting so you will focus on people and they will feel that you try t connect with them which will make your audience to be easier to stand. (Gershman, 2019)
In my opinion, someone with good presentation and public speaking skills is mostly having also leadership skills because connecting with audience needs some of these skills. In my class, I have noticed that while speaking in public, people use to forget what they want to say and they use to be intimidated by the other class mates. 
 
Conclusion
In conclusion, all the mentioned tools are making from a regular applicant a very interesting one and the chances to get the job they applied for are significantly increasing. The employability skills such as the public speaking and time managing are a major advantage in all the job seekers CV’s because they are hard to achieve and it takes long time and practice for that. Once achieving any employability skill we must focus on developing them and always using them in order to keep them updated and being able to use them when in need. The academic skills are also standing out because they are helping us to have professional skills and degrees which are highlighting the fact that we are perseverant people, that we like to develop ourselves, that we are able to speak or to work with professionals in the industry we studied about. Although, having academic and employability skills it is not enough in order to be hired because in the first place, the employer will read our cover letter and CV so they are the first tools that need to catch it’s attention. If the CV and cover letter are merging together and complementing each other you will be one step closer to getting the job you want. All in all, the career starts with the right skills and the way that they are organized in the cover letter and resume.
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