[image: ]
EMPLOYBILITY AND ACADEMIC SKILLS

	STUDENT NAME: UGOCHI PRECIOUS EMEJURU

	STUDENT NUMBER: 1908381

	LECTURE’S NAME: RITA UKACHI-LOIS

	MODULE CODE: BMSW4001 

	MODULE NAME:  ACADEMIC AND EMPLOYEBILITY SKILLS

	LEVEL:   4 

	GROUP NUMBER: 10














TABLE OF CONTENT 
Introduction ………………………………….pg. 3
Term 1 topics ………………………………..pg. 3
Time Management………………………….pg. 3-4
Paraphrasing ……………………………….pg. 4-5
Summarising ……………………………….pg. 5
Term 2 Topics ……………………………...pg. 5
CV Writing ………………………………….pg. 6
Cover Letter Writing ………………………pg. 6
Conclusion ………………………………...pg. 7
Reference List ……………………………pg. 8
In-class Exercises ………………………..pg. 9


INTRODUCTION 
Reflection is the process of understanding something that is being thought in your own way. To make „meaning‟ means to make sense of an experience, we make an interpretation of it. When we subsequently use this interpretation to guide decision-making or action, then making „meaning‟ becomes „learning‟. (Mezirow, 2017) The purpose of this report is to analyse all my various impressions on the academic and employability unites I undertook during the last two semesters. To express the impact this module had on me I will be mentioning 5 topics that have influenced not only my academics but also my personal and professional life. Also, in this report different references extracted from in class exercises and other valuable and reliable informants will be presented. Lastly these will all be listed at the end of this article.
TERM 1 TOPICS 
Throughout the duration of this term a lot of concepts were assimilated. The main topics were the various skills that can be applied both in the university and in a workplace.                                                                                                                           A skill is the capacity to practice or execute something in an appropriate way. In my understanding, there are four types of skill that hold a significant meaning for most individuals. The first group of skills are the Basic skills, these comprehends: listening, writing, and speaking. The second set of skills are named the Thinking skills, which are usually used in complex situation such as when difficult decision is required. These are: Critical Thinking, Problem Solving and Decision Making. In addition, there are the so-called People Skills, these are mainly required when making human interactions. These are: Teamwork, Leadership, Negotiation and Communication, furthermore, these are the skills that enables everyone to enhance their personality helping them to achieve self-mastery, build self-confidence and determination. Lastly, there are the Personal qualities, like cooking and punctuality, in other word, these are the attributes that differentiates a person from another. From this term I will present the 3 topics that impacted my daily life the most.
TIME MANAGEMENT 
Time management is the topic that made me reflect the most, thanks to this unit I have learnt how to manage my time better not only when it comes to my academics but especially in my daily life. To my understanding Time management is an essential ability that humanity cannot do without. This is the ability to organize one’s time by programming and equally dividing the various tasks that needs to completed daily. Understanding and consequently mastering this skill enables each person to be determined and self-reliant, it also permits them to acknowledge their priorities and focus. Thanks to this skill the percentage of stress has increasingly dropped.  
There are three methods which can help to manage the time and give the right priorities at the appointed thing needed in that moment. The first method is called the Pareto 80-20 Rules, this is a process that helps you to prioritize the principal activities which need to be done in a day. “The Pareto principle, states that in many events, 80% of the effects come from 20% of the causes.” (Naoum, 2016) 
The RAC method (Record, Analyse and Change) allows you to record your daily activities analyse them and then isolate the major sources of time wasting and lastly, it enables you to set your priorities right.
The process with which we can recognize the level relevance and urgency the numerous activities have by putting them in a is called, the Eisenhower method; “what is important is seldom urgent and what is urgent is seldom important”. (Coninck, 2016). 
[image: Eisenhower Matrix: How to Prioritise and Master Productivity ...]
Before the lesson about this skill I was aware of it, but I was never able to apply this ability in my daily life. Thanks to these different methods I have been able to acquire and master this skill and now I have improved my efficiency at work by contributing more and working faster offering and optimal and excellent customer service. Not only at work but also academically speaking I have been able to deliver all my assignments and school project on time unlike when I did not have this capacity and I was always stressed and frustrated.
PARAPHRASING
Another topic that was approached is paraphrasing. This skill is one of the most important capacities used in written and verbal communication. This comprises on the replacement of a sentence, hypothesis or a passage from a source and rearrange it alternative words and by doing so, avoiding plagiarism. “The importance of providing explicit, proactive instruction of paraphrasing skills is endorsed in recent research as a way to help students avoid committing cases of plagiarism.” (Setsuko Oda, 2007)
This is a skill can be used environment, but it is must vital in academics for all scholars the mastering of this capacity is also equal to the number of opportunities they will have in future and also, it is very important because it can boost their grades and sense of reasoning.
Before I began my year in this university I was  quite unsure of what paraphrasing was all about but as I started my academic year I understood the not only the meaning and what paraphrasing included but I also started putting it in practice by doing exercises at home in preparation of the in-class exercise. In this in-class exercise, according to the lecturer I possessed some good ideas of what paraphrasing was but also had to improve my skills and most importantly I had to improve my grammar. Now I am quite confident that I have improved this skill and I now I can also debate with my colleagues about competent subject by mentioning and paraphrasing different sources. Therefore, thanks to this skill I can now be consistent and fluent with my speaking and writing.
SUMMARISING 
This topic likewise paraphrasing is part of academic writing the difference between the topics is that when summarising you have to not only substituting the sentence but also identifying the main point of text, passage or report and give a brief statement of it by always being coherent and maintaining the same content. This an ability that helps each person to challenge his or her intellectual capacities.
This as well known is used mostly in academics and as it may seem easy, I am of the opinion that it is one of the most difficult skills a student can ever achieve but holds the same relevance as other topics taken during the last term. To have this attribute is an excellent virtue academically speaking for the simple reason that it allows scholars to self-assess themselves to know how good their memory is. As it known that when summarising they tend to forget what was written in the main passage and by forgetting vital information, they might make grievous mistake in the case of an oral examination.  
Like in other topics mention earlier at the beginning of the academic year my idea of summarising was just to eliminate the less significant sentences and rewrite the story with the remaining sentences and by doing so making the passage incoherent and full of grammatical errors. After the lesson on this topic I understood better what summarising is all about and after the in-class exercise, in which the lecturer acknowledged me for my good use of the skill but also informed me to try reduce the number of language errors. I know can proudly say that I am quite convinced that I can confidently use this skill because before summarising I always read the source twice if possible, underline the points that I deem relevant and lastly, put them together by paraphrasing them where necessary and always trying to keep the text coherent. This is the result of an excellent work with commitment and devotion.
TERM 2 TOPICS 
During this term we have experienced a lot of turbulence caused by the Covid-19 pandemic. This unexpected event interrupted our onsite lessons and to be honest those were the lessons I preferred for various reasons. Few topics were taught during this semester and I am going to present the two major units undertaken in class. 
CV WRITING 
“A CV also known as Curriculum vitae (course of life) is a detailed document highlighting one’s professional and academic history. CVs typically include information like your work experience, achievements and awards, scholarships or grants you have earned, coursework, research projects and publication of your work.” (Guide, 2020)
A CV is one of the most important documents one can possess as it is a pass card to the career world. It is vital to learn how to write a perfect CV and to always keep it up to date. when writing a curriculum vitae, it is important to always adapt it to the specific role you are applying for. For example, if you had numerous and diverse job experience but your applying for a costumer advisor role, then, on the CV you should exclusively and only include job experiences that relate to the one you are applying for. 
Before my academic year, I always had difficulties applying for job and on securing one. I always wondered what the problem might have been. At that time, I did not know what a CV was all about and how to write it. I personally think that the only reason I could secure my first job was because I let someone else structure my CV. As time went by, I began to understand what was required to write a CV but still was not enough. After the lessons we had in class I finally understood where I was mistaking and what where my errors. I was never adapting the curriculum vitae to the job role I was applying for and was never updating some key points and making my application less interesting for the employers. Now I receive offers from different companies. Thanks to the lecturer, who made me understand how to really structure an adequate CV through practice and an in-class exercise, I do not need to go to agencies for help anymore.

COVER LETTER WRITING
The last topic I am going to present is the cover letter. This letter is a key document that will introduce you to your prospective employer and, if well-written, it will also pave the way to that important job interview. It is an essential part of your overall job-hunting campaign, and it can build you up or if not incisive, involving and well-written, it can sadly also destroy your image. (Beatty, 2004)
A cover letter likewise the CV has the purpose of selling you to the employers. To my understanding this is a document that completes your curriculum vitae. The advantage of creating this document is that you can really express in your own word and the best professional and formal way possible, your desire and determination of obtaining the role you applied for.
Before this term this was one of the most difficult documents I had to write. To be honest I did not know what a cover letter was about so, whenever there was a job application where it was compulsory to write a cover letter, I would interrupt the application. Fortunately, after the in-class exercise conducted during this semester I now hold I full understanding of what a cover letter is and how to write it.

CONCLUSION
Before this journey I was insecure of everything I do stressed and frustrated because I could not achieve much in life as I wanted to. Thanks to this academic year, I have enhanced my knowledge on so many aspects that I would have never deemed necessary or relevant before. I am extremely grateful to have been part of this program because without it I would have not been able to secure a position not only my job but in the society. I can now confidently take part to project and continue my journey with more experiences both academically and professionally.
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IN-CLASS EXERCISES
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[Hiring manager's name][image: ]
[Hiring manager's company name]

[Company address] _b)YÅoA—
[image: ][Today's Datel [image: ]2020
Dear Mr/Mrs/Miss/Ms 
I wish to apply for the role of 
Please find enclosed my CV for your consideration.
As you can see from my attached CV, I have over
[Address]
(for this ex please leave blank)
[image: ]experience in the ee.pa.bee[image: ]
[image: ]

2

during this time make me the right/perfect candidate for the role.
In my current role as a [image: ], I have been responsible for

[Now write about what you leamt during this experience — relevant to the role you are applying for)



All of this, coupled with my enthusiasm and dedication, [insert skills relevant to the role],
[image: ]
I am confident that I can bring this level of success with me to your organisation and help build upon their reputation as [state their position in market — learned through your research). With my previous experience and expertise, I believe my contribution will have
[image: ]
	• 
	
	sync,e_

	
	
	


Thank you for [image: ] look forward to 

Yours sincerely/Yours faithfully,
[Your 
Name] 
[Signature 
- 
if 


2

image2.jpg
Paegm S WGOeHy  Ctesupd = London

| —preciovsp e oD gunik. com

l_aﬂ\ 2 huz%war%:u,_anc}u rebiable  tpdividusd ., N haie

= exce Qeat acoartsaheat ¥ ladoship Mills o T have g

epbiomal aloilily dialing with _pepole. Fhoathe b my_UiriQus expelioices
iugs,piké&;\‘j <

Frovefs o0/ 6pAL £ CATIoNS

- Um’u&rsi‘nj_ of  Usales ’"rmlf_{'tj Satak ’Q_@U.‘cl Oclolner 2004~

C«’HQ wte  of Higlher Education @ SWOR  for the UJ&/JZ\_,P_Q:EK&

Lewisham and  Seufhwark  Zo@ege Septenber 208 = Suby 2019

Dosiness  Adminiskration aad Law  Guel 2

GCSE  Malas

LELTS un va_gf’/lfib (—_si{w\uagg_a.z‘* ko &_QS&.J

L was pwcuidzs_% .S‘l'udj_\‘ag a Ita_(% .

| WORW.__ ExpirianNed

Waiteess O&\Mﬁﬁ Apﬂ 4 ZQ‘\E{; - Present=

'—Q’«?«QADB -‘)“)\‘“\‘ }5’50‘9@5 ;'%@095

1 Pfcgéﬁ.r_\gmi\rﬁ_u@w&——ior e et

gfo_ru'in% focd. 1o wWskomers -

C@e@m\g YaoPes

) BUS{&QSS Adonn Ammo& St Giles Truk Fa'oma@—ﬂam% Zslq

(Work_experionce)





image3.jpg
- Co!. OQ&@;&LI@J NAM’W&WA%\% WK&;@,&

- fdne “r_aelmfm%_qm&\*b assarence. and GOPR Bocesses |

- Produced_correspondence and completed coaant 'ylo searches

"'tp iuppor a3 »‘vggm.

Shoded Seceeturn  1.5.1.5.5, s Gl T

Elocoard -Taech 2049 (WerlA GXPuief\C@J

ms_ﬁ_gm{&}ec& compukes baced  adminisirelive :?a'slAS_ sudn ag

en @_?L‘\_v_\(g 5\‘05&/&&

- Prinking_vefevant dacyments Yo put indo_refvark FaCQ(gf sgtem.
;_Ke,af%a fizing Fi%a% bo create socessfk systems For ather deam

et S Yo use .

: HCJ&B\ES_M INTERAESTS

T like cook\'\ng Y wi&r,_cwg@ of _dishes , €or me :
'\'rg‘mw new ceceplel X is uer g ‘\D;rpo(“%w%' to_eahanee 9

J ;
<\’\\&S'n T a0 Oile iLDﬂuﬂj? & wide !‘&I\\L)&’k@(’\ Mmulic 5&’/'035'

NEFENCES AVALLARLE o0 RLOUEST





image4.jpg
m




image5.jpg
Recroites 6‘1/\3;( Cumiter
ole of QKQ'KQSE T’W\Xy{/ , currently being advertised oh“-gmﬂmeﬁizu g/m‘/eaf




image6.jpg
Mawrdh 3ed




image7.jpg
[Your Name] gégfm Ev‘&af‘o()i I"mz\zj




image8.jpg




image10.jpg
proyeck o ¥at YN Chdv





image11.jpg
Qeadershi@ ML andk commomiion
has helped ‘o Mﬂg\\/ﬁ/\% Mbﬂ il and experinces





image12.jpg
INCISIve ang p@;\&mg'





image13.jpg
feadu @ Mg QJ‘ kfl




image14.jpg
Ugoc\rv\ Precuos Emeyr

desired] M




image15.jpeg
Ugoc\rv\ Precuos Emeyr

desired] M




image1.png
IMPORTANT

NOT
IMPORTANT

URGENT

DELEGATE

Empower team by assigning tasks in
this quadrant. Enable your team to
do independent decision making.

NOT URGENT

QUADRANT 2

DECLUTTER

Eliminate tasks that do not align with
company's mission and goals. Learn to
say no to them




image9.png
%

Prifysgol Cymru

Y Drindod Dewi Sant
University of Wales
Trinity Saint David




image16.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David





