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This report aim to show by writing a reflective report, what was teach and learn and what was understood and not understood over the past of two semesters, how the module ,,Academic and Employability Skills”  helped to gain more understanding about the employability skills over the two trimesters while studying the module at University.
,,Reflective writing is an analytical  practice in which  the writer describes a real or imaginary scene, event, interaction, passing thoughts , memory, form, adding a personal reflection on the meaning of the item or incident , thought, feeling, emotion or situation” (BellaTechie30 Wikipedia 03/11/2019) 

If over the first semester was more theory about employability, SWOT ANALISYS ( Strengths , Weaknesses, Opportunities and Threats) ,which are the employability skills that all the employers are looking for, summarising and paraphrasing into the second trimester it was shown how a proper CV and Cover Letter should be done. 
SWOT analysis helped to understand better which are the strengths and were we should work and focus more for better employability results, career goals achievements.
,,Employability skills can be defined as the transferable skills needed by an individual to make them “ employable” .Along with good  technical understanding and subject knowledge, employers often outline a set of skills that they want from the employees. These skills are what they believe will equip the employee to carry out their role to the best of their ability.” 
( https://www.exeter.ac.uk )
After the same source the top 10 skills employers are looking for in UK are:
1) Commercial awareness
2) Communication skills
3)  Teamwork skills
4) Negotiation and persuasion skills
5) Problem solving ability
6) Leadership ability
7) Organisational skills
8) Perseverance and motivation
9) The ability to work under pressure
10) Confidence 

Also into the first trimester we had two in-class exercises about paraphrasing and summarising, which, personally I can say that I had found it a bit difficult at the beginning as I can say I did not understand very well the paraphrasing as you can see on my in-class exercise.
Paraphrase is to express what someone said or written in a different way.
,,Summarising is an important skill in academic writing, it enables you to extract the most important points from a text and rewrite them in your own words, in a shortened form.”
(Jessica Cooper/ Queen Mary University of London. June 19 2008) 
I think that I understood better the summarising as the feedback I got my  lecturer was ,,good attempt, few minor grammatical errors” which from my point of view I think from my first in-class exercise.
Starting with second trimester we learned how to create  a good C.V. and Cover Letter.
 ,,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)
A CV( Curriculum vitae) should have information about you from past till present and it should include your work experience, skills you got( listening, communication, problem solving, team working person and the most important from all of them is the  willingness to learn from the others); how you can contribute in the environment where you are willing to work and to present your weaknesses( if you are a over stressing person, you can not accept defeat or you may  feel empathetic).  You must create your own brand ( present your knowledge, attributes, skills and other skills which they may not be important for the job you want to apply).
You must create also the personal statement which it should be brief, clear and concise and should have maximum 2-3 sentences.
From my view and understanding into the second trimester I did understand way much better the module .   Graham Gibbs created the “Reflective Cycle“ in  1988This Photo by Unknown Author is licensed under CC BY-NC

to give structure to learning from experience  and it cover 6 stages:
· Description of the experience
· Feeling and thoughts about the experience
· Evaluation on the experience, good or bad
· Analysis to make sense of the situation
· Conclusion about what you learned and what you could have done differently#
· Action plan for how you would deal with similar situation in the future.
(Gibbs G (1988). Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford. 20 March 2019).
David Kolb published his learning styles model in 1984 from which he developed his learning style inventory, his theory works on two levels, four-stage cycle of learning and four separate learning styles.
“Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).
This Photo by Unknown Author is licensed under CC BY-SA-NC

The four-stage learning cycle is formed from :
· Concrete experience ( some new situation or experience that we meet or reinterpreting an old experience.)
· Reflective observation of the new experience ( the importance experience and understanding)
· Abstract conceptualization ( the person learned from the own experience)
· Active experimentation ( the learner apply their ideas to the world to see what happens).
The four learning styles are : diverging, assimilating, converging and accommodating.
This Photo by Unknown Author is licensed under CC BY-SA

To apply Kolb’s  learning cycle I cam say that over this two terms while I studied the module Academic and Employability Skills I did not find it very useful and interesting to learn it in the first trimester as much as I enjoyed it over the second term as the subjects we done over the second term will help me more to be able to achieve my career goals; now I know that if I want to apply for the job of nursery child-minder I can and I know that a good cover letter ( which it have to be done in the proper way so it can ,,sell” me but also truthful)   and a good CV will help me a bit to make the employer to want to offer ,at  least, an interview.
“A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.”
(Morgan, 2017: 339)
The cover letter should introduce yourself to the potential employer, tell about your degrees, areas  of studies, present how your career goals are the same as the companies.
To send one it is preferable to know to whom you are writing, so you can find out what is the name of the hiring manager. ,,Sell yourself” present your experience but do not speak bad about the others candidates as you do not  know them. It is recommended to make some researches about the company so you show you have interest into the company; if you have experience into the field you can make them aware of it or if you are a good team player also it can be an advantage to enumerate it.
At the end it is nice to thank them for the time they spent to read you email/letter and do not forget to mention that you will love to be offered and interview. As we must not forget the employers will have many letters  to read so we must try to make an outstanding letter but also not to forget to write in business style, keep    the sentences short and simple and to offer them information’s about our skills but not to much information only to  try to make the employer curious. 
Whit this subject also got an in-class exercise and I really enjoyed doing the research for it.
First in-class exercise into the second trimester was to apply for a job as family support worker at a company named AFDIS so we had to write a cover letter to the hiring manager, Mr Bruce Vagus.
It helped me to understand better how a cover letter should be done and what sort of information should contain, in future when will have the opportunity to apply to a job I will know exactly how it should look like.
From my point of view I think it was really good to research these subjects and practice it .
It was explained also about the reflective writing and analytical and critical thinking ( the way you think, the questions you routinely ask).
As examples for analytical thinking we can enumerate the data analysis, efficient problem solving, creative thinking, organization ,reporting, effective research, budgeting, diagnostics.
Critical thinking is It’s a type of rational discipline that underlines the logical fusion of information to produce informed thought and action.
Conclusion

     Over all the theory was better     understood, by me, over this last 10  weeks and not at the beginning.    
Reflecting on the beginning of the module all the theory, like Swot analysis which helped understanding better which are them on personal plan or for developing the career goal made me realize where I need to focus more which are my prioritise, or the SQ3R, which helped to understand better how an essay/ report should be written like survey( flip through the information), question( you should ask questions about the way the reading is structured) and the 3R= Read, Recall and Review ( where you must read actively but quickly to discover the main parts, write them down and repeat the   process for better understanding).
Also it showed what sort of skills are the employers looking for in these days from employees and which are the academic skills the employers are looking for; which is the writing process, editing and checking,  thinking reflecting planning, reading and note taking, drafting and redrafting and at the end writing and rewriting. 
The summarising and paraphrasing is to help students writing an essay using phrases from other sources but not being an similarity.  All these information we had learned over the first 10 weeks of the module.
Starting with the last 10 weeks we had been learned how to create CV, cover letters to be able to apply for a job into the area we want…in my case I really want to become a childminder , like these I get the chance to look after my youngest daughter as well and bring an income into the house… It was told to us that we have to create a personal brand  ( what people say about you when you leave the room?),  we have been learned about Gibbs ,,Reflective Cycle” and Kolb’s ,, Experiential Learning Cycle”. In Health and Social Care the Kolb’s model is the most common model used as it is clear and precise which allows the description, analysis and evaluation of the  experience helps the practitioner to make sense of experience and examine their practice . 
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In-class Excercise
Afdis limited, 247 ‘Chancery Lane, Holborn, London, EC1T 4PY. Contract part-time

At Afdis we believe our clients change the world

for individuals, communities and society. For over 80
years Prospectus has been working across the UK and internationally to connect talented people with
beyond profit organisations. We are recruiting for a support worker role.

Family support worker — Responsibilities

Families are usually referred to you by @ social worker, and

. and you may work together to assess and
support the service sers. Your role will vary depending on the needs of the family you'ra helping, but
you may also have a specialist area, depending on your employer's focus. :

The challenges faced by your service users could relate to:

anti-social behaviour and criminal activity, such as a parent in prison
behaviour and social interaction
bereavement and caring responsibilities
bullying
- domestic violence and abuse
drug and alcohol addiction
- education and learning
- finance and debt
- housing and homelessness
- language barriers
marital discord, separation and divorce, including care orders

- parenting skills
physical and mental health issues. disabilities and learning difficulties.

As a family support worker, you'll typically need to:
- complete an initial assessment of families' needs so that you can identify and plan the support
needed to address issues and prevent any problems from escalating
. undertake regular caseload review meetings with individuals and families during home and
community visits to ensure they're fully supported to progress and achieve desired outcomes

- work with colleagues, health and social care professionals and multi-agency networks 1o
made

evaluate caseload needs and the progress that has been » Al ¢

adhere to professional practice standards and legislation, including confidentiality,

safeguarding, equality, diversity and inclusion policies g

- ensure you're up—to—da!emywrkrmbdgeonocalsewm p«wssnnfonppmplme
signposting and referrals h ¥

- manage your own workload, administration and diary commitments )

- assessparemingski!sandmlppeoph\owudphysiﬂamunoﬂon&\wmablmm
through a range of praﬁx:sl activities

smyvmhafwniydtnlgausssmmn.
anendcounsessmsm
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