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Introduction 
In this report I will discuss how this module has helped me generate a CV which will land me an interview and how techniques are used to build trust. I will also discuss what employers actually look for in a CV. Other areas I have improved on through this module was negotiating skills and presentation skills. Reliable resource and research information will be used to collate what others have said about writing a CV, presentation and negotiation.   

CV writing skills.
This module is all about academic employability skills therefore we are furthering our knowledge by learning how to produce effective resume (CV). I have developed my knowledge and understanding of how to create a CV which will land me an interview. One of the key points that I have learnt is how to generate trust through my CV and answer the employers most important question, which is, can they trust me as an employee to achieve the result they are looking for? Most valuable communication skill is knowing what the other person wants only then a transaction can take place be it between employer and potential employee or a customer and trades man. 
For that very reason it is vital to customise the CV every time I apply for a job in accordance to the audience and organization. This can be done by using the second step of KEYS model to evaluate the professional context. Research must be carried out on the organisation I am applying to, this will give me some insight into the mission and values of the organization. This vital information should be used for all communication interactions. Interaction include customizing your CV and cover letter to being interviewed (Maund A, 2017).
At the beginning of the module my understanding has been that the CV was about me. My perception has changed and now I understand the CV is all about the employer and what they are looking for and want. Employers want to know what I can offer them in return for a good salary. It is about compliance, getting the employer to say yes to my request for the job through finding the unique selling point which maybe branding and delivery. When they read my CV, can they see my brand, what kind of person I am and how others perceive about me. When they scan through my CV, can the employer identify what I can delivery, can I save them money and resources, can I make them money and save time. I have to remember they will sieve through hundreds if not thousands of CV’s for that one position, therefore my CV has to be outstanding and eye catching to the reader. When I talk about my current position or job role I should tell them what impact it has in people’s life when they take up the service or product. Sentences have to be powerful enough for the reader to read on further out of interest to know the current position I hold. According to Voss (2016) it is very important to establish trust within the first seven second hence first few sentence of a CV has to be eye catching.
There are six powerful universal principles that are commonly used to influence decisions across many sectors which can be very effective if used in the correct way. These principle are reciprocity, scarcity, authority, consciences, commitment and consistency, friendship and liking. Rules of reciprocity is used between employer and employee and this rule is very strong that we even use it with people we do not know. The principle of reciprocity is that you do not take without giving anything back (Cialdini, 2007). All of these principle can be applied when writing a CV in some form or other. For example, scarcity can be used to say that the skills I possess, very few people have. Authority; that I am able to take decision and enforce them accordingly. I am now confident to write a CV as I now understand the pointers to follow.

Negotiating Skills.
I can proudly say this is a skill that I have learnt for life. Negotiate through tactical empathy. Empathize with the other parties situation then get them to empathize with your situation and make the other party feel like they were treated fairly.
During my previous employment I would sometime find myself in situations where I felt I could not negotiate and give up, in turn felt demotivated. For example, when there were shortage of staff for a task that had to be completed in a timely manner. I had communicated  to my employer that it was impossible to complete the task given within the time frame and she would see me as coming across being rude and un co-operative. Had I empathized with her and the demand of the service and then explained that the task in question would have had many errors because it was carried out in a rush and there may be serious consequences. The result would have been very different and her perception of me would have also been very different. The tactic is to make the other party feel heard by repeating or rephrasing what is important to them or the concern they may have, then getting them to say that’s right. Chris Voss (2016) says empathize then use calibrated questions that starts with how or what. Find creative solutions so both parties get what is most valuable. Raise or lower their initial demand to accommodate yours. The art of negotiation is getting someone else to have your own way. Another way of dealing with that situation would have been to agree to what the employer demanded and then asking the question, how do I complete the task on top of the workload I currently held at that time? I have learnt the art of negotiation is also finding the solution or make recommendations to solve the problem, in other words raise the level of play when needed. 
There are two kind of people, one with fixed mindset and one with growing mindset. People with fixed mindset expect abilities to show up on its own, before learning takes place. They believe if you have it you have it and if you do not you do not, they have to already be. People with growth mindset on the other hand, found success in doing their best in learning and improving. It is said they are the ones who had the minds of champions (Dweck, 2012).
I have discovered about myself, that although I am a fixed mindset person most of the time, by knowing about the two mindsets, I have started to think and react in different and new ways. Negotiating is a form of challenge and now I believe if ever I feel demotivated because of a situation, I can easily switch into the growth mindset -making sure I take the challenge, learn from the failure and  or continue my effort. 

Presentation skills 
This is one of my favourite. One of the fundamental skills in business communication is the ability to give a good presentation especially if you are a leader. I used to find presentations very scary because I used to get nervous about talking in front of people who I have never met. The thought process that went through my mind was, what will they be thinking about me? am I delivering the right stuff? and what if they ask me something I do not know? As to the questioning from the audience of something that I do not have knowledge off, I can easily tell them that I will confirm later. This is something that I have witnessed my employer doing when carrying out presentations. Most importantly believe in yourself and in what you are presenting. The goal is to do transaction or business with people who belief what you belief not with what they want and what you have. Be a lead not the leader, as leaders hold position of power and authority whereas, lead inspire people through presentation and powerful speech to follow them not because they have to but because they want to for themselves.  As Sinek (2009) says start with why. Why is the cause, purpose and the belief you have of it. Most normal people start with What, How and Why. Inspired people, organisations regardless of their size or industry start with Why, How and then What. Few organisations know why they do what they do and profit is not the reason it is the result. 
However it is said that it is far more important particularly for sales people to find the right customer which is called “Starting With Who” before starting with Why. A great sales person always starts with Who then they move to Why, What and How. Then the steps follow through when and how much. Once you get to the right Who, then Sinek is on spot to begin the conversation with Why (Krogue, 01.08.2018). Although my understanding is that, it depends on the audience of my presentation. For example if the audience is the general public or a customer trying to buy a product then it will have to be start with Who, however if it is a service I am trying to promote than I would start with Why. Whatever the starting point the presentation has to be eye catching, interesting and I must know exactly what I am presenting without reading from slides or pieces of paper although I can have bullet point notes for reminder.
Last semester we had to carry out a business plan power point presentation. One of the team member was the team leader, who had the responsibility to produce the power point slides with the information given by other team members. The power point had to be completed two weeks before the presentation date and for us all to have the time to practice the slides together. The power point slides were not ready as planned, members did not hand in their research information in time and the team leader was over confident hence believed it can all be done in the morning of the presentation.  
In the morning of the presentation we had very little time to practice with team members turning up late due to personal reasons and nervousness overtook everyone. 
This semester, we had another power point presentation with the same team members but another member was the team leader. I volunteered to become the team leader because I had too many Why to answer. I saw why the last presentation did not work well, I saw why this presentation had to be the best and make everyone believe it can be the best. I had to make them believe in why we are doing what we are doing by having team meetings throughout the semester and making sure everyone is aware of their tasks and the time frame it needs to be completed by, also provide help if there was a need. I believed everyone can perform better and I personally wanted better marks then last time. I knew I would put in hundred percent to make it the best by following and keeping in track of every step of the presentation. The presentation was well presented, power point slides was pretty much ready two weeks before the date which gave everyone the chance to practice their slides by themselves without reading from the slide or paper. We practiced the whole presentation together couple of times before the due time. Everyone took the whole task seriously because I would not have it any other way and I believe we all showcased a great presentation, slides were in order and everyone talked about their slides naturally to the audience. 

Conclusion 
[bookmark: _GoBack]There is no doubt I have learnt many skills throughout this semester but unfortunately I can only talk about few of the academic and employability skills in this assignment due to the word count. How to write excellent CV, is a skill I learnt which will help me throughout my lifetime and this was one of my weaknesses when I started this course. I learnt how to negotiate and the different approaches to use when trying to negotiate and not to be demotivated but take it as a challenge to get what you want or the way you want it, by having growing mindset. Capture your audience through your speech is what I learnt about presentation and the tutor of this module was a good example of this learning curve. Although she was giving a lecture to the students she was still doing a presentation and had captured all the students attention through her speech because she believed in what she was doing. The starting point of the presentation was nicely explain through the books I read. Way to success is through knowledge and most importantly that is what I learnt, to read to gain knowledge. I have been inspired to read more and to develop myself further. 


References
Cialdini, R. B., 2007. The Influence Psychology of Persuasion. New York: Collins Publishers.
Dweck, D. C. S., 2012. Mindset. London: Constable & Robinson.
Krogue, K., 01.08.2018. Forbes, American Business Magazine .
Maund A, S. M. T. p., 2017. Certifacte in Higher Education : Skills for the workplace Student Yearbook. London: SAGE Publication .
Sinek, S., 2009. In: Start With Why, entrepreneurship/leadership. London: Portfolio.
Voss, C., 2016. Never Split The Difference, Negotiating as if your life depended on it.. In: London: Random House .


Page 3
Shazan Begum	BMSK4001_LON
	Academic and Employability Skills
