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Introduction
Employability is a word that can be used in different contexts and with different meanings. In this course, we are discussing employability as it relates to higher education, so we will use the following definition. Employability is: “a set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.” Yorke, M. (2004), Employability in higher education: what it is – what it is not, The Higher Education Academy/ESECT
Employability, therefore, is not just about getting a job, it is about a broader set of skills and attributes that will enable a graduate to be successful throughout their working life.
Studying at university can give me an advantage in my future career. For a start, I’ll be able to apply to jobs which specify that I must be a graduate, and the subject I studied or the grade you achieved may be relevant to some employers. However, even if I have a first-class degree and a relevant subject for the career I want, I will most likely be competing against others who have the same or similar academic qualifications. Therefore, it’s mt employability, the unique mix of skills, abilities and personal qualities that you have, that will make you stand out from the crowd.
In a competitive, culturally diverse and increasingly internationalised workplace students can no longer assume that possession of a tertiary degree will naturally lead to employment. Employers, who now seek to employ graduates with "employability" skills and attributes in addition to traditional expertise within their discipline (DEST, 2002). At first glance this may place an additional burden on universities in preparing students for the workforce.
I’ve chosen to discuss 3 topics from those covered during the term and reflect on how useful they have been to me, taking into consideration what I  already knew and any learning I undertook outside of the classroom. I’ve chosen to write about academic writing, cv writing and cover letter writing. 
Academic Writing
Academic writing is clear, concise, focused, structured and backed up by evidence. Its purpose is to aid the reader’s understanding. It has a formal tone and style, but it is not complex and does not require the use of long sentences and complicated vocabulary. Each subject discipline will have certain writing conventions, vocabulary and types of discourse that you will become familiar with over the course of your degree Grehan, P. M., Flanagan, R. & Malgady, R. G. (2011). However, there are some general characteristics of academic writing that are relevant across all disciplines. Characteristics of academic writing. Academic writing is:
· Planned and focused: answers the question and demonstrates an understanding of the subject.
· Structured: is coherent, written in a logical order, and brings together related points and material.
· Evidenced: demonstrates knowledge of the subject area, supports opinions and arguments with evidence, and is referenced accurately.
· Formal in tone and style: uses appropriate language and tenses, and is clear, concise and balanced.
 Some academic writing, such as lab or business reports, will have a fairly rigid structure, with headings and content for each section. For more details see our Report writing pages. In other formats, writing usually follows the same overall structure: introduction, main body and conclusion. (OECD, 1998).            The introduction outlines the main direction the writing will take, and gives any necessary background information and context. In the main body each point is presented, explored and developed. These points must be set out in a logical order, to make it easier for the reader to follow and understand (Nickell and Quinine, 2002). The conclusion brings together the main points, and will highlight the key message or argument you want the reader to take away (McQuaid and Lindsay, 2002). It may also identify any gaps or weaknesses in the arguments or ideas presented, and recommend further research or investigation where appropriate.
It is important to use the correct tense and voice in my written work. I will probably need to use different tenses throughout depending upon the context. Only use first person voice in reflective writing Academic arguments are not usually presented in the first person (using I), but use more objective language, logic and reasoning to persuade (rather than emotional or personal perspectives) (Hofferth and Iceland, 1998).
This may not apply, however, if I am asked to write a reflective report based on your own thoughts and experiences. If I am writing about an experiment I carried out or a method I used then use the past tense. For example: "Our experiment showed wide variations in results where the variable was altered even slightly." (Diabetes UK, 2015).
Use present tense to conclude or discuss established knowledge  (Philpott, 1999).
If I am writing about established knowledge then use the present tense. For example: "Diabetes is a condition where the amount of glucose in the blood is too high because the body cannot use it properly." (Diabetes UK, 2015)
CV writing
A completed CV aims to impress recruiters and is sent as a application to jobs adverts or as a speculative approach to prospective companies. CVs are valuable and important because they are your first and maybe only direct communication with a potential employer.
[bookmark: _GoBack]In today’s competitive job market employers and recruitment consultants are becoming increasingly intolerant toward badly constructed employment applications and CVs. My CV is the most important and potentially lucrative marketing material I am ever likely to create. Written well, it can gain me access to numerous opportunities and should deliver exactly what it is designed for – opening the door to the interview room. Written badly, my CV writing could cost you the all important interview and the chance for the career change.
With many employers, the decision to interview or reject a candidate is purely made on the strength of the CV. Did you know that on average your CV has less than 15 seconds to make an impact.

A professional, interview winning CV IS a necessity. My CV is my tool of achievement. It is my sales pitch and potentially my only opportunity to sell myself to an employer.
According to a nationwide survey of recruitment professionals carried out by the Recruitment & Employment Confederation (REC), 47% said that out of all the CVs they received, over half (50%) contained spelling and grammatical errors. The online survey took place in December 2006 and overall, was answered by 266 recruitment professionals. Basic errors – misspelling ‘Curriculum Vitae’ is one of the most common mistakes.
Taking ownership of my CV and recognising its value is the first step in the production of a great document. Whilst the content and structure of your CV is what will ultimately sell you, it is also important to pay attention to its physical appearance, format and layout. This will initially attract the employer to your CV amongst the multitude of others.
In this course I learnt the best model of how to write the perfect CV and  should include; my name, address, contact details, profile, career history, education, and relevant supporting information. In what order these should appear will depend on several factors.
In the first few seconds an employer will want to know who I  am, whether or not you can do the job and what benefits you can bring to their company. You can usually contain this information in a short, concise profile at the very start of your CV. Do not make this too long winded and don’t waffle, the sole aim of a profile is get across the information that will make an employer want to read the rest of my CV.
The one thing that most jobseekers have in common when it comes to writing their own CV is the difficulty in selling themselves. There is no room for modesty. In the futute this is one of the most important steps I’ve learnt in the course for the my futute career and professional development.

Another very important topic that is very helpful and will helps me in future is cover letter.

Cover letter

A cover letter is more than just a formality or courtesy – it is an opportunity to impress. Research suggests that employers favor resumes that are accompanied by a cover letter, making it a critical component of your job-search strategy.
A well-written cover letter is an opportunity to show the reader your:
Immediate Value
First impressions count. A concise and compelling cover letter is my first chance to stand out and be considered a strong candidate amongst tough competition. Immediately emphasizing your key strengths will help ‘sell you,’ grabbing the reader’s attention and increasing the likelihood of progression through the selection process.
Unique Fit
A cover letter is an important way to showcase how my unique combination of skills and experience meet the key requirements of the job description. It is my chance to show a clear link between your knowledge, experience and abilities and the needs of the employer.
Personality
The wording of my cover letter can express my personality in a way that your resume cannot. The tone of your letter gives the employer an important insight into your personality and the kind of traits that could add value to their team. It allows me to explain in my own words why I am the best person for the job.
Enthusiasm
 It is an opportunity to express that I am enthusiastic about the role and to demonstrate the value I would add to the employer.
Conclusions and recommendations for future research
Studying at university can give me an advantage in my future career. For a start, I’ll be able to apply to jobs which specify that I must be a graduate, and the subject I studied or the grade I achieved may be relevant to employers. However, even if I have a first-class degree and a relevant subject for the career you want, I will most likely be competing against others who have the same or similar academic qualifications. Therefore, it’s my employability, the unique mix of skills, abilities and personal qualities that I have, that will make me stand out from the crowd.
It would be interesting to note student responses to courses/ units that explicitly include employability skills/ attributes in their curriculum documents and teaching. How do students perceive the inclusion of this information? Do students feel that it will support them when it comes to being more competitive in the job market?( WHITE, M. (2000) The New Deal for Young People: towards an ethical employment policy Policy Studies, 21, pp. 285–299).
In the long term it would be worth engaging with employers about employers who have been interviewed and whether they were better able to articulate what skills they possessed if they had completed a course that actively promoted both academic and employability skills. In turn, it would follow that a discussion would be useful about whether it improved workers’ employability rates, and made them appear more desirable to employers (http://clt.curtin.edu.au/2012).
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