
Student name: Irina Batiru
Student ID Number: 1818822
Module Name: Academic and Employability Skills
Lecturer’s Name: Sylvia Hoffmann






















Introduction – Page 3
CV and Cover letter – Page 3-5
Reflective writing – Page 5-6
Analytical thinking – Page 6-7
Presentation/ Public speaking skills – Page 7-8
Conclusion – Page 9

                        


















   1. Introduction
  The aim of this assignment is to reflect on my learning in this module, using recognized models of reflection, mentioning some topics from module and analyze how useful they have been to me. 
In this assignment I will be talking about how to write correctly a CV and a Cover Letter in order to gain employers’ attention, an appointment for an interview, and eventually the job.  I will also describe how useful was to me the learning material about reflective writing.
 Another topic described in this assignment in a reflecting way is “Analytical thinking”. I will give examples of analytical thinking skills and I will explain how these skills can be helpful. As well, I will analyze how useful are presentation/ public speaking skills, how can they help me to gain attention and how can these skills be improved. 
The whole learning process this term was challenging, as due to online lessons we were pushed to work individually more.  


 2.  Curriculum Vitae and Cover Letter

At this module I realized that a good CV could get me noticed by recruiters and employers and will offer me plenty of job interviews.
 I’ve learnt that the first step is Pre CV writing research.  Before start writing the CV, I should browse through lots of jobs in the job industry and take notes of the requirements that keep appearing and make a list of them. The CV should look professional and should be easy for recruitments to navigate the information they need. I should use a professional program like Microsoft Word or Google Docs to create the CV. They are very easy to use, and are globally recognized formats for CV.
   In order to create a professional CV, I should keep the font clear so that CV could be easily read. The color text also should be basic, ideally black text on white background. Colored text could make the CV look unprofessional and could make it difficult to read. There is no certain rule about CV length, but two pages is usually enough, as recruitments see hundreds of CVs a day.
Also, I should use headings to devise the CV into sections. This will help recruiters to navigate faster through my CV. I will have to structure the CV in a way that draws attention to the most valuable skills and creates a pleasant reading experience. My name and personal details should be placed at the very top of the CV, so that employers can easily see how to contact me. The email used in the CV should be the professional one.
   There is no need to include the full address, date of birth, marital status or a photo.  The work experience should be listed in reverse chronological order, as employers are more interested in my most recent work. 
  Hobbies and interests is an optional section and it is not always relevant. This section should be only included if it is relevant and will have a positive effect.


 Another thing what I’ve learnt in this module is how to write correctly a cover letter.  A cover letter is an attachment to CV that I will use to effectively introduce myself to the employer.
The cover letter must be briefing, as an average recruitment agent is receiving around 150 cover letters per day. Many of them will not read a lengthy cover letter, so it must be short - ideally, one side of A4.
 A cover letter should show my key skills, qualities and experience to demonstrate that I am the perfect candidate for the role.  I should load the cover letter with powerful keywords and phrases, such as "I am self-motivated, determined, team worker confident" and so on. It will help to demonstrate that the candidate match to the job. I’ve learnt that a cover letter should include:
· A professional introduction - the cover letter should start with Dear Sir/Madam
· Information about me and the reason why I have applied for this job. Also, I should state to hire manager the job that I am applying for
·  Information about my skills, experience and qualities that match for the role. This information must match with information from my CV
·  A powerful closing statement that explains why I am an ideal person for the role
. I should sign off correctly, with "Yours faithfully" and include my contact details (mobile number and professional email).
It was amazing to find out this information, as it will be extremely useful when job hunting.


3. Reflective writing
  In this module, I found out that reflective writing is a chance to think critically about how an experience made me feel and how this connects to my personal beliefs. This process gives me the possibility to connect these experiences, feelings and beliefs to theory and research. I might use these ideas in combination to inform how I might act or think differently in the future. I shouldn’t just simply re-explain the concept or recall the experience. I should interpret and evaluate the experience from own perspective. The personal perspective is important. Unlike other types of writing, reflective writing is a chance to write about own experience and feelings in the first person. 
I found out that there to be sure reflective writing goes deeper, than simply describing the event I will have to describe what happened. There is no need to describe the whole experience, just the key-aspects of it. After that, I must interpret the event. I will consider what the experience might mean, how did it make me feel, how is it related, other things I have learnt. Next, I am going to evaluate the effectiveness. I will consider how beneficial the experience has been. And in the end, I will plan the future and analyze how the experience may impact on the thinking and behavior in the future.
  Aspects of own experience should be written first, then any relevant theory.  Next, I will have to add related experience and my personal beliefs. After that, I will try making connections between the ideas. To demonstrate personal interpretation and evaluation, I will have to use phrases like "I am confident", "I found out", "I felt", "I need to develop", "I hope to", "I am very interested in", "In the future”, “I need to", etc.


4. Analytical thinking
It was interesting to find out information about analytical thinking. Analytical thinking skills are the mental process of separating complex information or comprehensive data into smaller parts in order to look at it separately and analyze it.  Analytical thinking is used to categorize ideas, problems and solutions.  They are considered transferable skills, because if we learn it in one area of life, we can use it in another as well. If I will develop good analytical skills – I will be a good creator, good communicator and able to solve problems more quickly and easily with less chance of conflicts.
I found out that problem solving skills are useful in order to solve a problem, as they help to define the problem, generate new ideas, evaluate and select the best solution and implement it. Creative thinking will make me to “think outside the box”. Organization will help me to be more efficient and productive. Effective research is useful in order to find right information and to draw a proper conclusion. Developing budgeting skills will help me to plan about how to spend money correctly. Another analytical thinking skill is diagnostics. These skills can help me to determine a problem and respectively ways to solve it. Critical thinking makes us analyze objectively by determining causes; to predict effects, to consider alternatives and to draw a proper conclusion.
 I’ve learnt that the stages of the thought process involved when using analytical skills are:  determining the issues or problems, analyzing information related to these issues or problems and organize it, integrating all the information, drawing a proper conclusion and decision making. I found out that there are a lot of benefits of having developed analytical skills. For example, analytical skills can make me a marketable employee. It will help me to get a new better job or get promoted within the organization.  Good analytical skills impress the employer. Also, analytical skills can make me a better problem solver - it will help to deal with the problems. I realized that if I will work on analytical skills, I will be able to solve these problems more efficiently, with less emotions and more organized.  I will be able to face challenges better, to analyze data and pick up the relevant details. Analytical skills encourage critical thinking; can help me being logical, systematic and able to evaluate the situation without panicking or jumping to a wrong conclusion. As well it helps not being reactive, don't react immediately and be able to be objective in order to take right decision. Analytical thinking can help me to have good connections with people and avoid conflicts.


5. Presentation/ public speaking skills
  It was a great experience to make an online presentation, in which each student was talking about three biggest achievements of his life. Although we couldn’t make eye contact with the audience, we were still able to practice things like the length of the presentation, behavior, intonation and gestures. Also, in the end of the presentation we were able to give and receive a feedback from our colleagues, which taught us being objective. Online learning was a great experience, which pushed us to new and unexpectable challenges.
I’ve learnt that before presentation, it is good to make sure that slides are prepared, and the equipment works. The outfit should be smart.  The mobile phone must be switched off or on silent. We could print out the slides for the audience. But it may have some disadvantages like losing people's attention, so it is good to consider if they are necessary. Audience may read ahead and will lose the interest.
 The opening of the presentation has the option of the introduction. Also, the opening is used to catch people's attention. There shouldn't be any improvisation at the last moment. 
 I must speak naturally - not too loudly, not too slowly, nor too fast. I will have to use the appropriate vocabulary. Also, I must speak clearly, sometimes exaggerate the words and project the voice. Sometimes it is necessary to repeat some important information. 
It is good to maintain eye contact on the audience and keep the gestures naturally. I shouldn’t take the questions during the presentation, as I will reserve time for questions at the end of the presentation. If the question is personal or simply not related to the presentation – I will refuse to answer it.
I realized that I must practice and try to end early. I shouldn’t forget to leave time at the end of the presentation for questions. The presentation shouldn't be more than 25 slides. Enthusiasm is fine but with limits. I must try to involve my audience by asking questions, tell jokes, maintain eye contact and try to get a feedback. I should stay concentrated and don't get distracted by noises. In case of noise – I could ask people to switch off their phones and not talk. In conclusion I should summarize the presentation, mention the key points, the main concepts. The last thing I will say - people will remember.


   Conclusion
 I realized that academic and employability skills are extremely important for anyone who aspires to become a worthy candidate in the job market. A strong CV and cover letter are key factors which can help me to obtain appointment for aspiring job and potentially the job itself. Reflective writing is useful for making a conclusion which will help me to act correctly in the future. Analytical skills are useful especially for progressing in the career and building interpersonal skills. Public speaking skills are necessary in order to convey the information efficiently. All these skills will help me to become a perfect candidate when applying for a job.
[bookmark: _GoBack]The learning experience was unforgettable. Online lessons taught us working individually and developed our self-discipline.
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