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Introduction
Skill means being good at something, task or attribute (Stanley and Williamson, 2016). Skill varies from person to person and based on these skills people are selected for a job or another task. As a person, I also possess some skills and lack others. In this report, Ill reflect the skills I have, how I developed them and about the feedback that helped me build this report. The beginning part of the report will discuss the method and process of reflection with a theory. In the later part, I’ll discuss some Academic and employment skills that I possess and they are Paraphrarising skill, CV writing, Cover letter writing, time management skill, effective communication skill, presentation skill, relationship building and summarizing skill. 
[bookmark: _Toc39461680]Kolb's Reflective Model
In 1984, David Kolb presented a book named Experiential Learning: Experience as the wellspring of learning and improvement (Bassot, 2015). Kolb pointed out the fact that human nature is to learn from own undoing of the past. The best method of learning from the past is self-reflection. Kolb created a model of reflection that identifies and explains the stages of the reflective learning cycle.
The 4 stages of Kolb's model are concrete experience, reflective observation, abstract conceptualization and active experimentation (Mcleod, 2020). In the first stage, an individual goes through experience, in the second stage that person reflects on that experience and try to understand what went wrong or what could be improved. In the third stage, some learning points are noted down after analyzing the experience. In the last stage, the person uses those knowlege in future activities to see if bring better result(Experiential Learning (Kolb) - Learning Theories, 2020). Using these reflection models I will reflect on my past mistakes, analyze feedback and try to learn from those mistakes to apply those findings in future life.
[bookmark: _Toc39461681]Reflection on the skills
There are many academic and employment skills like communication, learning, skilled writing, time management, leadership skills, team working and many others(2020). These skills can be technical skills that can be acquired in tried and it can also be interpersonal skills that person gains from a long learning process from family or environment. Based on these skills any individuals are thoroughly judged and selected for a specific job (Employability Skills | Job Skills | Youth Central, 2020).The previous task has helped me to improve my learning in paraphrasing, summarizing, CV and Cover Letter writing skills. In this part, I wil lreflecton these skills along with some other skill and will inform the way I have improved those skills.
Paraphrasing skill
Paraphrasing is known as the ability to writing others speeches, contents or quotes into one's own words without changing the meaning(Kletzien, 2013). I have built up this skill into me through the practices over the years. But still, there were some improvements necessary for this skill. In the previous tasks, I had to perform paraphrasing where the teacher found out a few problems. The teacher advised me to read any content thoroughly before paraphrasing and try to choose the words with exact meaning. After then with several more attempts, I have got better in this skill and my writings were satisfactory to the teachers.   
CV writing Skill
CV or curriculum vitae is a form of documents which contains a personability, skills and achievements used for personal marketing in the job market(Hime, 2013). Writing a proper and impressive CV is a crucial skill as candidates are primarily judges by that. I had to prepare cv in my previous tasks, as I lacked the experience in writing a CV it took much time and had some mistakes as well. To correct the mistakes and improve this skill my teacher explained this skill and gave some tips. The teacher said in the UK a cv must be within 2 sides of a page, contain education, experience and only the relevant experiences. He also showed the CV contents and format which helped me in further practice and improving this skill.
Cover letter writing Skill
The cover letter serves as an effective tool to introduce a job candidate in an impressive personal way to the potential employer(Smart tips to help you format and write a cover letter, 2018). As it creates the first impression in the job market every student must learn this skill. I had some bits of help from my teachers and friends in building up this skill and making my cover letter. They taught me to make a cover letter that matches the specific companies criteria.  Also, to add relevant work experiences or examples relevant to the job post and making a good personal impression. Following the guideline, I have created a cover letter for the assigned task in class.
Summarizing skill
Summarizing refers to the concept of writing a big content in a smaller version using only the necessary information (Summary Skills - how to write an academic summary, 2020). This skill helps someone to remember the main idea of big data. After doing several tasks under the teachers.  In the beginning, I used to take sentences directly from the main content for summarizing which lead to the problem of plagiarism. For that, my teacher gave feedback that I should use the same rules of paraphrasing for summarizing. The teacher also gave the additional task of summarizing to help me improve and after some practice, it helped.   
Time management
It’s the skill of managing time effectively and doing tasks within time. Time is the most valuable thing in human life because using time effectively can help a person to gain success (Time Management Tips, 2017).  Time management has always been my best skill. It is rarely seen that I have been late for class or haven't done a task within the provided time. But this skill was not present in me from the beginning. From childhood, my family have been a responsible one and the members always value their time as well as others. So, with time I have learned from them how to manage time effectively. But I have reached the peak of my time management skill after I have entered university. My teachers were very strict about time and they have scolded anyone late in class or been late in project submission. I also was scolded once for failing to submit an assignment in time. After that, with some proper dedication,I have managed to fully build this skill. 
Communication skill
communication is the process of sharing our emotions and ideas with others(Time Management Tips, 2017). Effective communication is the skill of sharing one's thoughts and ideas so well that it influences others. The problem of communication is it’s an interpersonal skill that introvert people struggle to achieve(Key Interpersonal Communication Skills you need to Improve, 2020). As a person, I'm not an introvert neither an extrovert. Although,  I could communicate successfully with friends and family but always had a hard time communicating with new people. But I achieved these skills with the help of my teachers and friends. In the classroom teachers have identified my lack of communication and they always motivated me, supported me and gave me role-playing tasks so that I could be good at communication. Gradually I managed to build these skills within me. 
Presentation skill
Presentation is the process of introducing some new ideas, products or a part of work to others (Mousawa and Elyas, 2015). For an employee, the presentation is a very important skill because he/she needs to do a presentation. In the case of sales and marketing job, the success of an employee depends on it. I had a long way to develop this skill within me and like many others, I have learnt from my mistakes. In my first presentation, I got pretty nervous and my teacher stopped me during the presentation. Then she advised me to take a deep breath, look at my closest friends and continue the presentation. As a result, I could finish it. After that problem, the last feedback that I had was to beautifully structure my presentation instead of saying something from here and there. The teacher told me that first, I should allocate my time for beginning, theory explanation, example giving, recommendation and for the conclusion(How to Structure your Presentation, with Examples, 2020). Then I had to make a good delivery with relative and appropriate content. Doing so boosted my presentation skill.
Relationship Building
It is the process of making a social connection with others. This employability skill helps employees of an organization to fit into an organization and work alongside other members (Kreimer, 2013). In the case of the sales job, this skill comes very handily. As mentioned earlier in the communication part I'm, not an extrovert or introvert person. For my nature, I couldn’t just approach a person and be cozy. So, to develop this skill I took the help of a teacher during the course. The teacher advised me to be positive whenever I approach others, I should take time and talk about different things. I was also advised to keep a friendly tone and look after the necessities of others. The advice helped greatly. 
In the previous report I have pointed out some of my academic and employment skills and in this report,I have discussed how I developed them over time through learning from my mistakes. I believe this learning has brought out many of the dormant skill that will help me in my carrier. Creating the assignment wasn't a simple task either. The main problem I have faced during that time was the lack of knowledge regarding myself. I was struggling to narrow down my attributes into a smaller number. However, for that purpose, I have taken the help of my friends and family out of the classroom. They helped me point out my best skills. Other than these it was a bit difficult to measure someone's skills because you can't just put it in numeric form or weight. So, I have written with the overall evaluation of myself. Other than these two, no problem arose during performing the task. I hope in future I’ll get to do a similar task more than once and in those time there are several things that I need to do better. For example, I want to provide a better evaluation of myself and will add some new skills as well.  Some competitive result regarding my skills and a better evaluation of myself will increase the quality of similar task in future.
[bookmark: _Toc39461682]Conclusion
Academic and Employment skills will help any student in achieving a better carrier. This skill needs to be developed over time by observing others, from feedback or by learning from own experience (2011-2020, 2020). As a person, I have built up much skill within me like presentation skill, communication skill, decision-making skills and so on. Kolb's model of reflection will be a better guideline for developing skills (LibGuides: Reflective Practice Toolkit: Models of reflection, 2020). Using that model in my real life helped to analyze my past mistakes regarding any skills. It helped me to learn from these mistakes so that in the future I can be better in applying them in my career path.
[bookmark: _Toc39461683]
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Mariyka Ferriera

Phone: 07423266845 | Email: ferreira.mariyka@gmail.com
Address: 2 Wright Gardens, Shepperton, TW170DE

Personal Profile

I’'m a friendly, supportive and enthusiastic individual who has the confidence and passion for work with
children as well as having excellent organisational and time management skills. I am able to communicate
effectively, manage high volume of workload in a calm and constructive manner and build quality
relationships with parents, co-workers and managers. I possess extensive professional experience as a
Higher education career adviser and Tutor in England and Bulgaria. I possess all mandatory qualifications
including Master degree in HR and Qualified Teacher Status and a great motivation to take the next step in
my professional development.

Key Skills
*  Ability to communicate effectively with youth, mature students, parents and children;

*  Approachable and friendly personality;

» able to motivate and build a rapport with people;

« flexibility and adaptability;

* an empathetic, non-judgmental and ethical approach;

« the ability to work individually or as part of a team;

 the capability to work under pressure;

* organisational skills;

* Experience with computers and programs, Microsoft Office suite (Word, Excel, Outlook, etc.),
¢ Self-motivated, able to work under pressure;

*  Good sense of humour, creativity and imagination;

*  Multilingual — excellent level of English, Bulgarian (native), German and Romanian language;

Education and Qualifications

e HE Certificate skills for the workplace — UWTSD, London Campus, 2019-ongoing

* Level 6 Diploma in Career Guidance - Enhanced Ltd. LS10 1NZ, ongoing

* NVQ Level 4 Diploma in Advice and guidance — Eden college, London 2018

* Master’s Degree in Mathematics and Physics with Qualified Teacher Status — University of Plovdiv,
Bulgaria 1997

* Diploma of completed Secondary School and completed GCSE exams - Secondary School for
foreign languages, Bulgaria

* Qualified Teacher Status Certificate No. 1742902

Employment History

Higher education Career adviser — Activate learning, Oxford
(September 2018-February 2020)

General responsibilities

® Help students understand and overcome social or behavioral problems through individual and group
counseling

® Provide individual and small group counseling based on student needs

e  Work with students to develop skills, such as organization, time management, and effective study
habits

® Help students set realistic academic and career goals and develop a plan to achieve them

e Evaluate students’ abilities and interests through aptitude assessments, interviews, and individual
planning

* Collaborate with teachers, administrators, and parents to help students succeed
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Deliver classroom guidance lessons on topics, such as bullying, drug abuse, and planning for college
or careers after graduation

Identify and report possible cases of neglect or abuse

Refer students and parents to resources outside the school for additional support

Higher education Career adviser — Eden College, 34 Mawney road, Romford, RM77HD
(December 2017 — September 2018)

General responsibilities:

provide careers education, information, advice and guidance (CEIAG) to undergraduate and
postgraduate students and graduates through individual interviews and group work

help clients to assess their values, interests, abilities and skills relating these to opportunities for
employment, further study and training

help clients to make informed decisions, develop strategies and career plans

Providing advice on how clients can present themselves effectively at interviews and cope with the
transition from HE to employment

contribute to the curriculum, either through individual group sessions or accredited programmes, by
designing career modules (or elements within them), delivering lectures and seminars, assessing
accredited assignments, or acting as consultants to academics completing these tasks

visit employers and professional bodies to get information about opportunities, recruitment
procedures and

organise programmes of employer-recruitment visits, careers fairs and other events

Higher education Career adviser — M&E Career consultancy, London 21 Usher road, E32HA,
07828479979, maria@mecareerconsultancy.com
(March 2015 - Ongoing)

General responsibilities:

interviewing people one-to-one or in small groups to discuss career or education options;

identifying skills gaps and how to deal with them;

helping young and mature people to draw up action plans for employment, education and training
and supporting them to achieve these goals;

researching careers, options and support organisations to meet people's needs;

advising people on how to source relevant training courses or qualifications and what funding might
be available;

providing advice on CV, applications, job hunting and interview techniques;

running small group sessions or larger presentations on all aspects of careers work and topics related
to personal development;

helping people to understand the current job market;

planning and organising careers fairs and conventions;

keeping up to date with labour market information, legislation, and professional and academic
developments by visiting employers, training providers and training events run by educational and
professional bodies;

*Information on other background work experience is available upon request
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Dear Sir/Madam,

My name is Mariyka Ferriera. I am submitting my application for the position of careers adviser at Adviza
Ltd with great enthusiasm and find this opportunity very appealing. I believe that my commitment, previous
relevant work experience and personal skills will make me a competitive candidate for this position. Please
find my enclosed CV in support of my application.

I am competent and experienced individual with friendly attitude and extensive relevant background
experience as a Higher education career adviser. Currently I work as a Career adviser with Eden College and
M&E Career Consultancy across the London area, dealing with a range of people, from school children over
the age of 13 up to adults who are looking for a career change or need help with further training.

I’'m responsible for providing information, advice and guidance to help the students make realistic choices
about their education, training and work. My responsibilities include identifying options for suitable careers,
advising on how to write a good CV and covering letter, assisting with the application process and helping
to locate relevant training courses. I set achievable challenges to motivate and build confidence, work one-
to-one to overcome problems and help students to achieve their personal career goals.

I truly enjoy this job role, allowing me to work with people and helping them realise their ambitions. I am
currently seeking a new work opportunity that will give me the chance to work as a career adviser and
continue my personal and professional development further.

As you will note from my CV, I possess all necessary qualifications including, Qualified Teacher Status, and
I am currently attending a course Level 6 Diploma in Career Guidance and I am currently studying a course
HE skills for the workplace with UWTSD, London.

I am confident team player, I have the experience to deal with difficult and challenging situations in a
timely and appropriate manner and I possess the confidence to communicate effectively with students,
parents and co-workers. Furthermore, I am multilingual (fluent in English, Romanian, German and
Bulgarian language) and I can work closely with learners whose first language is not English. With a great
desire and passion for helping learners realise their ambitions and set and gain their career goals, I am
extremely interested in this position because this job role will give me the opportunity to work closely with
students, support their career activities and be a part of their education and wellbeing.

To meet your requirements, I can bring an array of skills and abilities to your organisation including, but not
limited to: experience in plan and organise careers fairs and conventions, demonstrating outstanding one-to-
one and group careers practice, developing keep up to date with labour market information, legislation, and
professional and academic developments by visiting employers, training providers and training events run
by educational and professional bodies, manage a caseload of clients,, attending meetings and providing
feedback to tutors, parents and carers.

Moreover, 1 have experience with various computer systems and I can provide quality administration and
clerical support. If you are seeking someone who can complete a range of tasks efficiently and accurately,
that is exactly what I am prepared to do.

As a fresh and enthusiastic candidate, I would welcome the opportunity to discuss with you how your
organisation can benefit from my skills and strengths. I look forward to hearing from you.

Kind regards,
Mariyka Ferreira




