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INTRODUCTION



My name is Gabriela Anamaria Onoiu, I am from Romania and in this assignment I am going to talk about how the course Academic and Employability skills helped me get a better understanding about CV writing, Cover Letter writing, Reflective Writing, Analytical and Critical thinking and Giving PowerPoint Presentations, as well as Employability Skills, SWOT Analysis and PPDP (Personal/Professional Development Plan).

There is no secret that in order to get a good job you need a specific set of skills. It’s also vital to be able to write a good CV in order to obtain that job. You may have the skills, but if you are not able to put that on paper and sell yourself, it may be useless. Employers are looking for skilled, educated and qualified workers that can add something more to their companies.

Working as a nanny since I was eighteen years old, I learned that qualifications, education and self improvement is essential in any job. Attending courses such as childcare courses, first aid courses, teacher’s assistant courses, nanny training courses and getting qualifications helped me to finally find the job I was always looking for. Being more employable made my life a lot more easier as I was able to actually choose the job and not accept a job just because I needed one.

In today’s world, it’s also important to keep up with everything around us. As technology improved, there were lots of jobs that practically disappeared. Technologization is a real threat for some jobs – that is why there are lots of people who in future will need to find other ones, because their jobs will no longer exist. 




EMPLOYABILITY

“Employability is an important skill for institutes to instil in their students and to ensure they are industry ready. Employability is the development of knowledge, skills and attributes that aid towards successful employment.” (Adam, Web)
“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, 2004)
Employability is referring to the skills that a person needs to have in order to obtain and maintain a job. It is related to work and the ability to be employed. For this reason, employability doesn’t mean simply getting a job, it means being ready to face every difficulty that life might bring to you, being and remaining competitive as the world is constantly changing. 

Employability is showing how effortlessly graduates can gain employment and accomplish success in the work force. Employability also means being able to meet the expectations of the employer, having the skills as well as the qualifications that are needed for the job. 

CV WRITING (WEEK 2)
“Writing CVs is an important step towards employment and is the first point of contact with any potential employer” (Cook, 2008; TheLadders, 2012) 
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.” (Morgan, 1997: 339)
Nowadays, having CV writing skills is a must. Most, if not all employers require a CV before they even interview you. In this course we learned how to correctly write a CV so that we can make the most out of our skills, knowledge and attributes. 
First of all, we need to write our personal contact details, making sure we add everything that is required and we don’t overshare. Social media should not include our personal Facebook/Instagram account.
After, a short personal statement that is able to make us stand out from the crowd is essential. Explaining who you are, what you’ve achieved and what you are offering in just a couple sentences would suffice. 
Education and qualifications should then be listed. We should include the dates, qualifications.
Further we can talk about work experience that is relevant for the job, covering the dates of each period of work, job titles, the achievements and tasks of each job.
While writing about hobbies and interests may not seem really important, it can give the employer an idea of who we are outside the job and it can, again, make us stand out from the crowd. It can also be a good conversation opener – maybe the employer has the same hobbies or interests.
In the end, we should make sure that the CV has no spelling mistakes, that it’s easily readable and that it looks professional (not different fonts or many colours). 

COVER LETTER WRITING (WEEK 3)
“A closer examination of the requirements of the cover letter indicates that the cover letter should present a ‘summary’ of the work and to highlight the main points and major implications of the submitted manuscript. In other words, in the cover letter authors should convey the fundamental elements of the research being reported to the attention of the evaluating editor and/or reviewer.” (Khaled, 2018)
A cover letter is a letter that introduces the employer to and usually accompanies the CV, but they’re not always required. It usually helps the person that is going to read it get a better understanding of who we really are, what are our major accomplishments until now and explain what we would like to bring into the company that we want to be hired in.
While writing a cover letter, we need to follow a couple steps.
First, we need to give our contact information – it has to include name, address, phone number, email address. We should make sure that the hiring manager is able to contact us.
Then, we need to pay attention to greetings. If we know the hiring manager’s name, we can greet them directly. We can look for the name on the internet or make a phone call to the company and find out. If that is not possible, we can simply use Dear Sir/Madam or Dear Hiring Manager.
After we greeted the hiring manager, we need to introduce ourselves. We can tell the employer why are we writing, the position we are applying for, what can we offer, what differentiates us from the other employees, what can we bring to the company.
In the end, we can thank the hiring manager for taking the time to read our cover letter and CV, keeping the closing professional and formal. 

REFLECTIVE WRITING (WEEK 4&5)
Gibb’s “Reflective Cycle”
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.” (Gibbs, 1988)  
Gibbs reflecting cycle means looking back at something and analyse what happened, what were you thinking and feeling, evaluating the experience, what sense you can make of the situation, what else you could have done and what would you do if the situation would arose again. 
Kolb’s “Experiential Learning Cycle”
“Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).
The first stage or Kolb’s learning cycle is concrete learning, where we find a new action or experience or reinterpret an existing experience. The second stage is reflective observation, where we reflect on the experience. The third stage is abstract conceptualization, where we create new ideas or change existing ideas because of the second stage. The last one is the active experimentation is where we apply the new ideas around ourselves to check for any changes. 


Driscoll’s Model (1994)
Driscoll’s model is based on three questions: what?, so what?, now what?
Asking ourselves these questions we can analyse the experience and learn from it. First we ask what – to get a clear idea about the context and understand what we are dealing with. Then, we ask so what – to get a clear understanding of the experience and what did we learn from it. Then we need to ask ourselves now what – we need to think about the action, what will we do as a result of the reflection. 

GIVING POWERPOINT PRESENTATIONS (WEEK 7)
“PowerPoint knowledge presentation as a digital genre has established itself as the main software by which the findings of theses are disseminated in the academic settings. Although the importance of PowerPoint presentations is typically realized in academic settings like lectures, conferences, and seminars, the study of the visual features of presentations has received little attention.” (Ayad, 2015)

While giving PowerPoint presentations, we should follow a couple steps to make sure the audience can be fully concentrated on the presentation. 
We should make sure we arrive on time. Punctuality is a really good skill in academic, personal and work life and it demonstrates good work ethic. Being late could make the audience think we are not taking the things seriously and we are disrespectful because everyone’s time is just as important as ours. 
Phones, phone texts and phone messages should be left for later unless it’s a real emergency. 
Dressing adequately is one of the things that really matter while giving a presentation, as the way you present yourself in front of others can reflect your respect (or lack of respect) for them. Nowadays it is very common to have meetings and presentations online, so it is important that we follow this rule even though we are in the comfort of our own houses. For example, since the entire country was in lockdown, we were forced to do online courses. 
Our body language can tell things about us even when we are not aware of that. Giving PowerPoint presentations can be stressful especially when it is not something that we do on a daily basis. However, we should try to maintain eye contact, be natural, speak at a normal rate of speech, loud enough for the audience to hear us and as clear as possible. 
We should do our research before giving the presentation. This means we should be informed about the subject that we are going to talk about, be always ready to answer questions. It is also important that we do not read the slides – everyone can read. 
We should always leave time for a couple questions at the end of the presentation. The audience may want to ask some further questions. Some people might ask questions that are too personal or intimate – in this situation, we have the right to politely refuse to answer. 
When we present something, we should show enthusiasm, project our voice and involve the audience by asking questions. Not showing any passion in our presentation and not speaking loud enough can get our listeners bored. 
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