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INTRODUCTION

In academic and employability skills, I have put into practice much of the knowledge previously acquired in term one, in the current term, we have emphasized in several topics, consequently are committed to determining those that have had a positive impact the most. I have chosen four subjects, which I feel have been the key to my academic, professional, and personal improvement.

In term one I created a Personal Development Plan that has placed me in my short-term academic objectives, thus, making me reach term two with more security of the topics that I would be familiar with, the first is the report writing, the following curriculum vitae, the third reflective writing and finally analytical thinking. These four topics will be presented throughout the report with a description, an analysis and a take on action, I will illustrate with case studies in my current situation, as well as the positive effect on my study environment.

All these topics are particularly relevant to know since they are used in the work environment that I want to reach. As a community researcher, I must have analytical, writing, and skills to understand my CV and also update it with coordination and coherence in my future job position.







REPORT WRITING

One of the first term topics that brought clarity it was the report writing. Before starting university, my objectives were to improve my written skills and my ability to writing. I felt at that moment that I had to persevere doing writing exercises during my hours at home, doing the activities, and reading. Reading has always been my ally for the improvement of my English. When I began to understand that reading was the key to the development of my written skills and also to expand my lexicon, I was enthusiastic.

Already knowing that one of the essential requirements in the university is to create a report and continue with my studies if I wanted to take further steps, I should refine my research, gather, and analysis skills. I constantly created ideas and ways of understanding how I could help myself, then practicing with my English classes in my spare time, being that grammar is essential for the execution of good writing: 

Before starting the assignments in the first term, one of the best advice I could hear was from my lecturer Peter Allen. I was inspired to pursue my goal, in the preparation of the first reflective essay that I did, I found differences with the written report, I looked for related information to finish with some doubts, the sources that I checked and additionally videos that I watched, dispelled the ambiguities of these two themes. I watched the five videos that are on modules in week nine. It explains in detail each step that must be followed to write a report. I felt that it was information that I should always return if questions arise. 
In this part of the module, my learning has been constant, as previously noted, the resources are extensive, and this has allowed me to establish confidence in myself when I make my own writings. The report particularly has helped me to be more skilful about the information I should collect and present. Taking into account these points, write a report can be less stressful, straight forward to the information needed: ‘A key feature of reports is that they are formally structured in sections. The use of sections makes it easy for the reader to jump straight to the information they need.’ (University centre Grimsby , n.d.)
There are several reasons for which I have learned in this module and take knowledge with it. Structuring the report is the pillar of the writing, bringing ideas, thoughts, and heading and subheading the respective titles guides the reader in an organized way to approach the information. Afterward, the collected data, I filter what seems relevant to me, maintaining the essence of what is required and its purpose. I will illustrate it with a case study from my volunteering work on community researchers, I have been able to apply much of the knowledge learned in this module thus, the report being mostly the most useful tools for transcribing the collected data from the interviews and structuring it correctly together with my colleagues to present it. formulating the questions that I will later analyse is the fundamental component to acquire the result, I wrote a survey with my team for interviews. I formulated questions that are related to the role of researchers, looking for information through the internet, in academic journals, and then establishing the problem to be solved. The problem when solving is how you can improve the reports that the community researchers make and that is approachable to the community, that the information reaches everyone, regardless of their academic condition. 

The aims of this module gave me the purpose of applying what I learned. Thus, I offered the foundations to be able to  structure, find and, reflect and exposed information or data. Previously checking with surveys and analysing the aspects of the responses and offering an explanation in the report. 











CURRICULUM VITAE

In the current terms, the teacher introduced us to CV in week two of the university I had seen how I created a CV, when I completed my studies in other institutions and when I applied for work. A question that could arise is the difference between CVs from before and now. I have noticed that time changes and with it also the requirements to apply to jobs, this requires a way to present your experiences, learning and academic achievements, initially, a Cv is built by Education and Qualifications Work Experience, Responsibilities, Other Skill, Interests referees at the moment, in the beginnings of the use of the Cv was generally known and required currently, at the beginning of the use of the Cv it was generally known and required to specify this information: in some cases it should be avoid add personal details as: ‘Marital status and dependents, Age and date of birth, Photograph, Details of ‘personal circumstances’, Social media handles.’  (Steggles, L., 2020). In the UK all this information is not relevant, at least that I the case of social media handles could be required as LinkedIn certainly to search, observe or corroborate details.

With this summary introduction about the cv, I found relevant that increasing my progress in my academic and professional knowledge generates furthermore to possibilities for my employments goals. When my lecturer Sylvia sent us to build a cv  I found myself thinking that in the latter Seven years of my life, I have occupied different jobs positions, where responsibilities have varied from that, I took notes and for each job, I collected common data that could relate them and demonstrate that in each role I could transfer that acquired skill, and therefore continue with my growth and expanding my CV.

In the class we did an activity where the lecturer  explained an examples of the CV when we got to the individual task slide a list of four words appeared: Knowledge skills attribute and other things, I thought that one of the failures when it comes to exposing your skills is that we do not we should feel embarrassed about our abilities to the contrary, recognizing your capabilities, reinforces you to have security and awareness of what you can offer to others, I realized at that time that when I mention my skills in the CV with precision is what employers seek to know about you, indicating what stands out about myself and addressing my strengths with confidence in planning my cv.
REFLECTIVE WRITING

I consider that every person must understand their thoughts, ideas, and experiences giving them a meaning. We have looked at three methods of reflective writing, Kolb, Gibbs, and Driscoll. I will start explaining what I feel when I am reflecting, this manner of catching up with the experiences, and convert them into practices in real life. I first write down about them in a piece of paper that gives a certain freedom to explore deep what is running in my mind when I am thinking I always try to put everything, my feelings, emotions, and comprehension of the matter.. 
 
To illustrate this fact, the lecturer asked us to develop two or three paragraphs about one topic and explore it on 20 minutes, what I do is connect with the topics with more meaning to me, in the topic that I have learned, or I have to improve, giving a brief context in general, after I will write on my notebook, using bullet point extracting the main ideas, I begin with the potentials ones when I have been thinking during the week, those who contribute of my knowledge more than others; thus, I direct my plan to structure the main question and start to reflect with time to give a reasonable answer.
[image: ]








Figure 1. PowerPoint

From the methods seen in class, I feel that I am closer to the Gibbs cycle model;
[bookmark: _GoBack]'It is cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or did not go well. It covers six stages.’ (The University of Edinburgh, 2019). The stages that Gibbs describes helped me in the course of my assessments by objectively evaluating and analysing my performance, thus, putting into practice in my notes taken in class, I can reread and think about how to gain a sense of the bigger picture. I sincerely feel that written reflection stimulates creative thinking likewise increasing aptitudes. 

With the cycle of Gibbs  I can break down my experiences bringing the different aspects that I can detail describing the situation, progressively exposing my feelings, evaluating the positive the negative and being with myself the most honestly possible, afterward, I analyse and extract the most significant in my challenges and the good aspects from it.
















ANALYTICAL AND CRITICAL SKILLS

In week six, we were introduced a new topic. I had previously seen an analytical thinking module to obtain an idea of ​​what we will see in advance in week five. I consider that it is a subject that I find essential to develop other parts of the mental process. It is an introduction to the third term, where I will learn more about it. I feel that with this class I have cleared many doubts and especially the reinforcement of our teacher who always you propose us to think critically, I see a relationship between analytics and critical thinking. I wrote down several points of my interest summarizing them, and one of them was an analytical critical skills definition. The examples looked at the analytical skill, and in the processes that are used, those are; data analysis, effective problem solving, reporting, and among others. The budgeting was one of the examples, that I was not sure, I thought that budget is related to money, to confirm this, I looked it up on the internet to further information. I found the correct definition through this source.
 ‘Budget analysis: involves examining and explaining the components of budget expenditure and revenue. The use of budget indicators (ratios) can help to improve understanding of issues such as the level of implementation of expenditure and revenue budgets or the structure of the budget’. (Balaguer-Coll, M. T., 2016)
When I had a clear understanding, I felt confident to go ahead and participate in this particular topic.
Continuing with the lecturer class suggested that we had to see a video where we would explain analytical thinking in four Steps. One video ones showed in class, the video informed me that this is a combination of logical and creative thinking resulting in analytical thinking and additionally reported on improving it as skills. I wrote them with their brief explanation when the video ended we met again in class, afterward, Silvia asked us what we had understood about the video, two classmates participated, and they said two points I also contributed to, and also I named the four steps, the first: identify the problem what this means by asking yourself with questions like how, what, where, why starting with these questions is easier to get to the matrix of what you need to solve, thus, identifying each part of the problem presented. The second: how going to solve it, which will the approach, the type of methods or techniques to be used, which could be data, people, resources, hence, establishing a strategic plan with logical thinking examining the cause. The third: Analysing the problem: in this phase, the tools and techniques used in step two are forward to adopt, and with the data collected you could make some assumptions if you do not have specific information, but you must ensure that it is logical, but if an error is found, it would be rectified with the last and fourth step: Solving the problem: in this phase, the information is gathered, analysed and is where the action is taken to solve the problem with the previously obtained data.
I value the information from the video as highly useful, understanding the process of analytical skills determines how I can apply it in my future jobs and my university studies, considering it as a transferable skill, which I could incorporate into many roles in my life and apply it in the day-to-day. I feel the desire to continue learning more in class, in the following PowerPoint it shows the benefits, among them, are: the analytical skills make you marketable, the teacher asked the whole class that we understood, I told her that it makes you employable for employers because the business requires people who can solve problems, and even if they predict them, beforehand, this makes you be at the top, and considering this aspect, developing it for me would be a great advantage in my professional career and also in my personal life.


CONCLUSION

I showed that in the process of the report I produce written the four points related to me, explaining in detail what I experienced during this term, hence it has helped me to create confidence in what I write and express. After taking notes from my journal or notes, it is necessary to maintain that everything that is discussed in the classes must be gathered and organized to continue monitoring, reflecting on what I learned, thus, observing the improvement of my skills
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Appendix I
Danna Michelly Quinones Rodriguez / Secretary


 Professional Profile

 Experience in customer services, I am also a keen learner and work efficiently under pressure. A versatile and hardworking individual and team leader, with a hands-on approach, who believes in persevering to achieve the best possible result under any circumstance. 

I am friendly person with a positive attitude have helped me maintain a great team relationship with colleagues and have encouraged my performance to represent the best.

Core Skills· Goal-oriented focus
· Empathy
· Willingness to learn
· Attentiveness
· Creative thinking
· Adaptability 
· Conflict Resolution 
· 

· A Clear Communicator                            
· Strong Organization Skills
· Confident in the Team
· Respectful to Others
· Ability to use positive language
· Time management skills
Career Summary

Spain, Sevilla 2007                              Sales Representative, Store Bombón SL. Spain, 

Key Responsibilities 
· Cashier
· Customer services
· Properly communicated information to customers regarding company products
· Verbal Communication skills
· Written Communications skills
· Responsible for the organization of store products

Spain, Seville 2007-2008                     Waitress, Restaurant Tapa Mia 

Key Responsibilities
· Served food to customers while providing high standards of customer service
· Resolved customer complaints doing everything possible to rectify the situation
· Built relationships with regular customers, paying close attention to their preferences
· Cleanliness and hygiene at the restaurant
· food safety training

Spain, Seville 2008                               Telephone Operator, Konecta B.T.O. SL. 

Key Responsibilities
· Managing the switchboard
· Informing clients on all matters that may arise
· Informing the customer about the company products and services marketed
· Dealing with customer complaints
· Always seeking to achieve customer satisfaction
· Office-based database entry of all information for calls conducted

Canada, Edmonton 2012                      Baby-Sitter

Key Responsibilities
· Keeping the room clean and tidy including the changing of linens
· Responsible for cleaning and ironing clothes
· Preparing healthy and nutritional meals
· Sports and recreation including parks, swimming, and educational activities
· food safety training

Italy, Desenzano del Garda 2013              Waitress,

Key Responsibilities
· Retained knowledge of current menu items, garnishes, ingredients and preparation methods and answered questions about menu selections.
· Worked collaboratively as a team member in a fast paced environment while providing excellent customer service.
· Service Orientation - Actively looking for ways to help people



United Kingdom, London 2013-2014                     Waitress, MC Donald’s

Key Responsibilities
· Strong organizational and multitasking skills, with the ability to perform well in a fast-paced environment
· Team spirit
· Serve food and drink orders
· Arrange table settings and maintain a tidy the eating area
· food safety training

United Kingdom, London 2016 – 2018                     Cashier and Host, Nando’s

Key Responsibilities· Compassionate
· Proactivity
· Teamwork
· Planning
· Multitasking ability


· Attention to detail                                                
· Verbal communication skills
· Organized
· Flexible
· Management skills



United Kingdom, London 2018 - 2019                     Barista, Paradiso coffee Shop

Key Responsibilities	
· Specialty Coffee Drinks Teamwork
· Attention to detail
· Salesmanship
· Communication
· Taking orders and ringing up payment.
· Grinding coffee beans.
· Preparing and serving light food and snacks
· Customer service    
· Stress Management
· Inventory
· Speed and efficiency
· Preparing to open the store

United Kingdom, London 2020                     Community Researcher, The Social
                                                                          Innovation Partnership

Key Responsibilities
· 
Design questions and choose research methods as part of the project team
· Passion, enthusiasm and a real commitment to make a difference
· Confidence in using Microsoft Office software packages such as Word, Excel, PowerPoint and Outlook
· Strong interpersonal skills, ability to develop strong and effective working
· High levels of self-organisation and motivation
· Ability to work independently and as part of a team
· Natural curiosity and interest in social issues
· Data collection
· Analysis of information from different sources
· Critical thinking.
· Planning and scheduling
· Interviewing
· Transcription of interview
· Empathic. 

Education & Qualifications
· University of Wales Trinity Saint David United Kingdom, London 2020-2021
· Certificate in Higher Education Skills for the Workplace programme in Leadership and Management Level 4

· Guys & ST. Charity Leader Training United Kingdom, London 2019
· Family Food Club

· Difference a Day Makes Centre United Kingdom, London 2019
· QNUK Level 2 Award in Food Safety for Catering (RQF)

· South London Citizens United Kingdom, London 2019
· Community Organising and Community Leadership Training

· Islington Centre for English United Kingdom, London 2017
· CEFR Level B1- B2 Intermediate-Upper-Intermediate
· Gustavo Adolfo Becquer Institute Technician Spain, Seville 2007-2009 

· Secretarial Executive
· Colombian Center Foundation Sena Professional Studies Colombia, Cali 2007
· Executive Secretarial Higher Level Training Course Colombia

· Educational Center of San Fernando Los Ángeles Colombia, Cali 2006-2007
· Associate's Degrees in Secretarial Business Administration

· Educational Center of San Fernando Los Ángeles Colombia, Cali 2006-2007
· Computer Office Suite Intermedium level 250 hours Word, Excel, Access, Paint, PowerPoint, Publisher
· English Intermedium level.

Languages
· Spanish: Mother tongue

· English: Fluent comprehension: Speaking, writing and reading










Appendix II

Danna Michelly Quinones Rodriguez 
 
 
Mr. David Owen, 
Patter Limited 
2nd Floor, Unit 16 
Blue Lion Place 
London, SE1 4PU 
United Kingdom 
10 July, 2020 
 
Dear Mr. Owen, 
 
I am writing to express my interest in office manager with you firm, in response to your job posting in reed. I am an executive secretary and I have done my studies at Sena College, Colombia and Gustavo Adolfo Becquer, Spain. I am currently pursuing my certificate in  Leadership and Management, Skills for the Workplace Outreach level 4 (CertHE), London.  
 
In the past years, I have been involved in volunteering and leadership community, and government campaigns for a non-profit organisation called PACT (Parents and Community Together) through Citizen UK.  
 
Last year, I have been working on planning events and organising workshops within my community. Teamwork and caring for people are part of my principles and values to establish excellent services.  
 
I am currently volunteering as a community researcher for TSIP and ST Thomas Hospital Charity in a project that has a purpose to design a better quality, comprehension and impact in the role as a CR play in the community. Among my responsibilities are; interviewing and contact costumers via emails and phone, planning schedule, collection and analyse data, transcription and writing. 
 
My communication skills have been developed through the experience of face-to-face contact, making me friendly, highly motivated to provide a genuine approach to clients from different parts of the world. 
 Having a greater understanding of the cultures and values ​​of each one, creating trustworthiness and a good sense of humour depending on the situation that is warranted, thus, handled difficult situations that can arise giving creative solutions.  
 
My performance on social networks and the administration of the Microsoft package is advanced, with the confidence of managing different platforms, being able to manage Facebook, Instagram and, Twitter. I administer business accounts to create a visually enjoyable and informative content; also  as a part of my daily day the Microsoft office package has always been part of my resources and work tools. 
 
 
I am focus with a strong work ethic to achieve objectives and accomplishment in teamwork and individually, reflecting about the needs of every customer and project to the environment where I can be at that moment and suggest to be adaptable in any circumstances. 
 
My professional and academic referees from the different positions I have been in and I am now, they will be happy to share their experiences and recommendation with you. 
 
 
 
Kind regards, 
 
Danna M. Quinones R. 


















Appendix III
Public speaking practical exercise

Hello, I am Danna, I have come from Spain, seven years ago, I started my life in London, for several reasons, first because I believe in love, the second I believe in opportunities and third because I love the contrast that this city has. I have formed my family in this city together with my partner Jorge we lived in Peckham, a place where the diversity in its streets and languages ​​abounds, I learned a lot from each person while I was there when my son was born it was a stage of discoveries and adventures to At the same time, I never believed that life could change you that way when you become a mother. In the first years of my son Julian's life, I learned the basics about motherhood, how to change diapers, how to calm him, and meet his basic needs.
When I moved to another neighbourhood a few years ago, I was in another area of ​​contrasts, noise, and peculiar situations it has been fun but, it has also been hard, I have understood that each person, each mind can create an environment of good vibes If you want to be at peace with yourself, well, I put this statement into practice for my life every day.
After living in Tooley street, I got pregnant with my girl Martina another wonderful gift, another chance, another chapter I thought I had this motherhood covered but, I realized it was only the beginning, that's right, every day It is different and a challenge, beautiful because they are the reason for your existence, from that moment you know that a human being that has come out of you is the reflection of you towards yourself and the world, so you must give what best of you, with the example, love, and respect. That is why I began by saying that being here in London has great reasons for me to love it with its pros and cons, that it opens doors to opportunities to grow as a human also to value what you have and the contrast of the people you are part of you can learn something new.
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