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ABSTRACT
According to Churchill: “Success is not final, failure is not fatal: it is the courage to continue that counts.” You always have to learn, and you always have a chance to develop yourself and improve on your situation by that.
Self-development is a lifelong process. In order to assess the level of your skills and to see what to do next, it is worth to reflect periodically on your development. In this reflective report I detail what I have learnt, understood due to this module and how I can develop further due to the insight and understanding I gained during experiences and self-reflection 
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Introduction
In this reflective report I detail what I have learnt during this course about academic and employability skills and myself. I examine how these new experiences helped me to develop and how I can advance myself further carrier-wise and personally based on my learning. 
1.Methodology
I am looking at some topics we dealt with during the course and I describe those aspects which were significant to me. Then, I detail how this experience affected me. If it is applicable, I explain how the experience is related to other areas of my life. Eventually, I examine what I have learnt from it and how I can use this learning and the insight gained to develop further to fulfil my potential. 
[bookmark: _Hlk534588273]2.Findings and discussion 
2.1 Self-reflection 
We learnt about usefulness of self-reflective thinking. First, I considered it a daunting process. Later I discovered that I was even afraid of it.
As a reliable person, I was always aware that I am responsible for my learning, but I did not use to think about it in the context of my professional and personal development to this extent. I realized that it is not enough to have the experience without seeing it in context. It is like data and information. Data gains meaning from the context and becomes meaningful information. 
I comprehended. that sometimes fear of the failure made me hard-working and I lost the sight of the context of lifelong learning. That is why I failed to learn from my failures. I recognized that awareness of my weaknesses and strenghts can help me understand the reason of my problems and successes. (CMI, nd) Also, it gives me an opportunity to feel in control of my fate and form my reality. I realized I needed a shift in mindset, too. When I was researching on skills on the internet, I found some information about fixed and growth mindset (Mindset Works, nd). I believe I should develop a more growth mindset. I found with fixed mindset self-reflection is about blaming myself for my shortcomings. It is not useful: this way I cannot learn from experiences and tend to miss opportunities because of failure-avoidance.
Also, I found a very empowering quote from Churchill which motivates me: “Success is not final, failure is not fatal: it is the courage to continue that counts (Brainy Quotes, nd) 
I become conscious that it is essential to be open to learning all the time because “success is not final”. Neither individuals, nor businesses can afford for stop developing further, especially in this modern world, where everything is changing rapidly. Also, failure is not fatal: by advancing our skills and developing new ones or applying existing skills to new situations in new ways, we can change our situation to our benefit. Like me: I started studying again and I can progress in my carrier faster. 
I found if I see only my present state and the final goal, the distance seems to be too huge and it is terrifying, not motivating, therefore it is helpful to assess my development regularly by self-reflection and celebrate my achievements. Self-development is an ongoing process. I experienced that it is important to do the tasks in manageable chunks and do something every day. For example, as for my communication skills, I decided to read at least two pages from Metro magazine daily while commuting. I feel my vocabulary is developing even if I still have a lot to learn.

2.2 CV
Previously I considered CV a boring document with list of workplaces and qualifications. Due to this module, I comprehended that a CV is like an advertisement of me. It should not enlist everything about me. Just like an advertisement, which does not detail everything about a product, only highlights the most important features according to the needs of the target audience. In this case the target audience is the employer, the features are my skills and achievements relevant to the job. 
Previously, I was not aware that I am supposed to tailor my CV to the job at hand. I updated my CV with new information if my circumstances changed, but apart from that, I used the same version whenever I applied for a job. Now I am aware that I should find the relevant skills, abilities and personal qualities expected by the employer from the job description,. then I should emphasize these skills in my CV demonstrated by examples. (Bacchus, 2010)
I have understood that by structuring my CV and by highlighting skills needed by the employer I can improve my chance to get a better job. Content is the king, but every king needs a suitable outfit: I learnt that structure and choice of words count, too.
I decided to use a skills-based CV with a separate “Key Skills and Achievements” section. I would apply two-column table format to save space, and to make my skills easy to see through. I want my academic and other transferable skills to stand out since my work experience as a cook will not help me to get a better job (Henning, 2019).
I was thinking how to tailor my CV to the job in to save time and effort. I realized it is best to create a basic version of my CV and then create a separate document with my skills listed along with examples from my work or academic carrier. I can copy and paste skills from this document into the “Key Skills and Achievements” section of my CV according to the job description.
When I was reading about CV-writing, I learnt how important it is to find and demonstrate my Unique Selling Point. While I understand the concept, I am not exactly sure, how to do that in practice, especially since I have work experience only as a cook and after this course I would like to advance into a higher position. I feel I must read more on this topic (Reed, 2018).
I was aware that I am expected to detail my hobbies in my CV, but I did not really understand its purpose. I realized that it can shed a light on my personality. Different jobs require different personality traits, while positive attitude, resilience, proactivity and reliability are important for almost all jobs but to different extent. Also, the new employee is expected to fit to the atmosphere and culture of the company. When I write my CV I will highlight hobbies which suggest that I am the ideal employee for the job (Arch Profile, 2012). Previously, I believed the longer the CV is the better since it is more informative. I understood that my CV should be clear, concise and to the point (tailored to the job) instead: punchy and interesting like a good advertisement. During my skills audit I learnt to identify my transferable skills and my level (Cottrell, 2015).
The skills I have learnt about and the CV-writing tips I have found out about during this module can help me to do my job search more effectively and consciously than ever before. 

2.3 Time management
I have learnt two important things regarding time management: the Eisenhower-method and the Pareto Principle. As the saying goes: time is money. In a way, time is even more important than money, since you never get time back. We tend to approach time like we approach money: we prefer to invest in as less as possible for getting as much as possible in return, therefore it is essential to spend your time wisely focusing on the most important things (Covey, 2004).
 This is called prioritizing tasks. I understood that we prone to confuse the important with the urgent, but it is wiser to focus on the important things first rather than the urgent ones. Also, it is essential to be self-aware and avoid procrastination and start actually doing what is important. (BusinessBalls, nd)
According to Pareto’s rule, it is enough to know about the most important 20% in every subject because it is sufficient in the 80% of situations to succeed. In the future I would like to find out more about so called “life hacks” to be more effective with my time. One of my friends recommended the books of Tim Ferris on this topic. 

2.4 Research
As for research, for me the most problematic issue was to decide if an online source is reliable or not. I was aware that there are so called “fake news” on the web, since virtually anyone can write anything online, but I was not exactly sure how to differentiate between reliable and not reliable sources. Now I know what to check. Blogs seem to be the less reliable sources, while pages with .gov domain extension are always reliable. The most important is, in my understanding, to find out who the actual owner of the site is or who the author of the article is, then assess their expertise regarding the topic and check for possible hidden interests and bias. It can be useful to check information against other sources, too. This knowledge can be helpful not only for academic research but when I try to find any information online.
2.5 Presentation skills 
In Hungary we frequently had to give oral presentations on lessons even without notes and it was marked, but since English is not my native language, I was afraid of this group presentation task very much. I feel I have learnt a lot from this about confidence, body language, written communication, the appropriate pace, visual and logical presentation of information, building rapport with the audience. Also, about the technological part: PowerPoint itself. It is a more complex task than expected, but now at least I clearly see what it involves. I know it is an important skill even if probably I never will be a lecturer or professional speaker. I feel my presentation was good enough for a start, but I must practise more. Also, it was a good practise of teamwork.
2.6 Negotiation
[bookmark: _GoBack]I have understood that negotiation is not about defeating each other, but about understanding each other’s viewpoint better. It is not a fight, but a cooperative exercise. You can even learn from this and broaden your horizons. It is important to be assertive and achieve ‘win-win” as an outcome. It is in everyone’s interest to prevent further conflicts therefore you have to represent your own interests while taking into account others’ too. Participants should not be over-emotional about the topics but logical, fair and considerate. You need facts, logical reasoning, insight instead of passive or active aggression, rudeness and too much emotion. It is important to differentiate between facts and opinions. I believe inner power, right strategy and calm and collected behaviour always win over the external aggression. You can build things only by cooperation, fight always leads to destruction.
I think I can use everything I learnt about negotiation and conflict management in the everyday and professional life, too.
Conclusions 
In this report I investigated and explained what skills and insight I have gained during this module by analysing my learning experience according to the most important skill areas. I put my learning into the context of my personal and professional development, drawn some conclusions and planned some future actions which enable me to improve further. 
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