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[bookmark: _Toc669993006][bookmark: _Toc1826465156][bookmark: _Toc1351330498]:                     
	[bookmark: _Toc109134908][bookmark: _Toc1314675169][bookmark: _Toc403752544]MODULE AIM

	[bookmark: _Toc261599752][bookmark: _Toc531716676][bookmark: _Toc1376528795]1.To provide students with the underlying study/research strategies and software skills to facilitate effective study in Higher Education.                                                                      2.To enable students to take responsibility for their own learning.                                          3. To enable students to gain confidence and competence as effective employees by developing a range of employability skills such as reflection, time management and presentation skills.

	[bookmark: _Toc2130076831][bookmark: _Toc1213340274][bookmark: _Toc779266744]LEARNING OUTCOMES

	[bookmark: _Toc1091119508][bookmark: _Toc1253075519][bookmark: _Toc357535368]Upon the successful completion of this module, the student will be able to;                 1. Analyse published literature relating to a specific topic or subject area and produce a fully referenced, appropriately structured academic report                                                             2. Reflect on their learning using recognised models of reflection.                          3.Research and present their findings in a variety of formats on a range of employability skills and collect and analyse feedback on their delivery


[bookmark: _Toc742627652][bookmark: _Toc1247177384][bookmark: _Toc1201767457]Introduction                                                                                                                       Looking back on the module of academic and employability skills I have gained useful skills that can be applied for university coursework as well as the outside real-life situation. Most of the lecturers have been taught in a way that you can apply real-life situations to the subject e.g., public speaking preparation which included how to be confident in large crowds and have appropriate speech and body language according to the topic. This lecture was applied in week nine when doing the PowerPoint presentation about my desired future career. There are many more lectures that have been taught such as PDP (Personal Development Plan) which is a good example of how this course will also prepare you for your future career and how to achieve your goals to get your dream occupation. To bring this reflection upon the module to a conclusion, I have generally gained 


[bookmark: _Toc2096466070][bookmark: _Toc213707415][bookmark: _Toc578677143]Topic 1: Time management
Time is of the essence and once precious time is wasted on insignificant tasks there is no going back. Time management is one of my weakest skills overall nevertheless, time management should be a priority in terms of skill development as I would always leave tasks until the very last minute due to procrastination. To combat procrastination and raise the level of productivity I have used the calendar to note down events, tasks and activities to manage my time accordingly. However, this method has never benefit me as my tasks weren't prioritized throughout the day to manage my time effectively. The different techniques we have talked about during the lecture have been “eat that frog”- and the Eisenhower method, which both have helped me improve my time management sill academically as well as day-to-day.
While taught about one of the techniques to manage tasks while being time efficient the Eisenhower methodology has been taught to us by the lecturer. Upon researching the history behind the Eisenhower matrix, I have discovered that General Dwight David Eisenhower (1890-1969) who has served as the 34th president of the United States invented this urgency-important matrix to deal with the daily tasks given. The matrix’s popularity stems from the fact that its broad framework can be applied by a wide range of organizations to a wide range of situations. 
1. Important but not urgent tasks.
They are tasks that are essential to the overall mission’s accomplishment but do not need to be completed in a short period of time.  However, the non-urgent tasks should be planned for a period in the future when they will become urgent, or for a time when no critical and urgent activities exist.
2. Important and urgent tasks
They are tasks that are vital to the overall mission's accomplishment and must be completed in a short period of time. Important and urgent jobs should be given precedence above all other sorts of tasks. They should be at the top of your priority list. Important and urgent Tasks must also be completed as quickly as possible and should not be postponed.


3. Not important and not urgent tasks
These tasks should be eliminated from your matrix as they may not be relevant at all to the overall mission, and they are not important to the mission this means that they are not urgent either. Therefore, these tasks do not need completion.
4. [bookmark: _Toc1085211844][bookmark: _Toc97204074][bookmark: _Toc940940980]Not Important but Urgent Tasks
They are tasks that are not crucial to the overall mission's accomplishment but must be completed in a short amount of time. Spending your own time and resources on this kind of work should be avoided. This category includes the most overwhelming tasks as they need to be sorted out immediately however they are not the contributing to the focus of the mission and are mainly wasting precious time to reach your goals on time.
The way I have applied the Eisenhower's matrix to my situation is to analyze my end goal once I finish this course and plan out the most important and urgent tasks to achieve the end goal. In my case my end goal is to become an air hostess therefore I need great time management skills to be punctual to all flights and prepare for the upcoming journeys. It has been very easy to manage my tasks with this method and I always have time to spare with Ough procrastinating anymore.

Topic 2: Cv writing
A cv is a short and concise summary of personal achievements, skills and past job experiences. Cv are often used to determine whether you are suitable for that position in terms of your job-related skills, past experiences relating to the preferred field and attributes or personal traits fitting the job requirement. Some of the things to include when writing a cv are; personal contact detail, personal statement, education and qualification, work or volunteering experience, hobbies and interests. I have personally created a Cv for previous employers to acquire the position. Some of the previous thing I have included are personal contact details, vaulting and experience relating to the job field. My experience writing my CV has been perplexing as it's hard to identify my forte point due to the fact that I have insufficient experience with jobs.





1. Personal contact details
Including your contact details are important as the employer may need to contact you regarding the position and to possibly give you an interview. Personal contact detail should always be professional and formal, and you must make sure that they are up to date and correct. Some contact details such as your current address can let the employer determine whether the location of the job is suitable for you (in some cases may not be needed). AAs an example of a job that look out for people's addresses are airlines that usually require you to live 90 minuets away from your base. Some of the personal details that need to be included are such things as; full name, telephone number, address (only if required) and a contact emergency number
2. Personal statement
A personal statement is a shot summary of a paragraph consisting of your attributes relating your job or company. It's your chance to fully market yourself to companies and showcase the important abilities and experience you have by putting it at the top of your CV. A personal statement allows you to showcase your abilities and explain your professional aspirations while successfully and simply persuading recruiters that you're a suitable match for the post. The information given should always be backed up with proof such as grades and qualifications/ certificates and or references.
3. Education and qualification
The things you should include under education and qualification are: Title of qualifications: CertHE/GCSE etc. Dates of qualifications (month and year) – start/end, your result and make sure to list most recent qualification first. Qualification plays a major role in obtaining the job wanted depending on the field of work. Hence I'm taking this course to have a better chance of obtain my preferred job role which is air hostess.
4. Previous Work or volunteering experience
Listing the previous job experiences, you have has is important as the company could be looking for more experienced people in the field which can determine whether you would need the qualifications or if they are looking for experienced workers. This also informs the employer of the employability skills acquire such as personal skills, communicating skills and interpersonal skills



5. Hobbies and interests
Your hobbies and interest may not be relevant to the job role. However, these can show your employer how your employability skills have characterized you through your interests such as being determined to get the Job role and how the skills and qualifications have been obtained. This shows the interest in the job role. 
To bring this topic to an end the lecture has taught me that having these five topics on your cv will guarantee you a job. Upon doing my own research I have learned that cv need to concise and very informative as long as its tailored to the desired job need and wants.
Topic 3: Reflection
When we reflect, we consider deeply something that we might not otherwise have given much thought to. This helps us to learn. Reflection is concerned with consciously looking at and thinking about our experiences, actions, feelings, and responses, and then interpreting or analyzing them in order to learn from them. We can use Gibbs reflective cycle which was though to us in this module. 
There are six stages to Gibbs reflective cycle these are:
Description of the experience
Feelings and thoughts about the experience
Evaluation of the experience, both sides of the situation good/bad
Analysis to make sense of the situation
Conclusion about what you learned and what you could have done differently
Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
Reflection will help you reanalyze situation to better understand the situation and contemplate weather actions could have been taken differently. This is applied to everyday life for me as I deeply think about past experiences and interactions with people. 
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responsibilities due to the fact if there were to be an emergency
the aircraft needs to be evacuated in less than 90 seconds.
Time is also of essence when the cabin crew are often the first
responders on the aircraft to give first aid.

+To ensure that a flight attendants is punctual and has good time
managerial skills this can be done by making a to do list while
prioritising the daily tasks from most important to least
important.
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+ Flight attendants get travel benefits for family and friend.
+ Gives the opportunity to travel the world and make now friends intemational
+ Major companies can have flexible schedules

+ Health insurance packages are provided by the majority of airlines (can include dental, life
insurance and vision).
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