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 INTODUCTION 
In this academic report, I am trying to breakdown my own reflection on the ‘Academic and Employability’ moodle, I follow, through out my UWTSD course. It is considered as a very helpful moodle, as it aims to improve student’s language level, in terms of writing structure and grammar. Oral communication and presenting projects is targeted, too.  It also aims to help students understand the meanings of ‘’Employability and Professionalism’’ in a business environment. In the report, I’m analyzing some of the most important content I have learnt through out the 2 terms. 






EMPLOYABILITY SKILLS
[bookmark: _Hlk49690107]As a class we were taught the meaning of employability skills, from the very first lessons. Crucial to learn, in order to continue following the lesson, and understand the lesson’s concept. According to ‘’ Knight, P. & Yorke, M. (2003)’’ employability is defied as ‘’ A set of achievements, understandings and personal attributes, that make individuals more likely to gain employment and to be successful, in their chosen occupations.’’
Therefore, we learnt a list of the 10 crucial Employability Skills, that every employer is seeking to find during professional interviews. 

1. Verbal Communication
Certainly a very crucial hard skill, which should be trained and improved by all professionals. Having the ability to express ideas clearly, directing conversations, be able to negotiate in professional terms, the capability to do a project presentation or even be confident enough to have a speech, are all considered part of that kind of communication. In the majority of the market, verbal communication is a needed skill, to work on.



2. Teamwork
[bookmark: _Hlk49690190]Be a part of a team or a group, can be very challenge full. A soft skill that individually should be improved, since a very young age. All of our modern society, has been built by successful groups of people. From the simplest kind of business, to a country’s government the meaning of teamwork remains the same. ‘’Cambridge Dictionary’’ defies teamwork as, ‘’ the activity of working together in a group with other people, especially when this is successful’’. ‘’https://dictionary.cambridge.org/dictionary/english/teamwork’’


3. Commercial Awareness. 
A hard skill, that is developed, according to the working experience somebody has. Either by studding or more practical ways, every professional needs to know, the company’s content. Understanding the facts that affect a certain business, is a real skill to develop.

4. Analysing and Investigating.
[bookmark: _Hlk49690236] ‘’Cambridge Dictionary’’, explains the word analysis as, ‘’the process of studying, or examine something in an organised way to learn more about it, or a particular study of something.’’ https://dictionary.cambridge.org/dictionary/english/analysis The ability to investigate issues and miss functions, can be proved critical in a business, too. Certainly if it combines investigating for solutions successfully. 



5. Initiative – Self motivation.
A soft skill that really makes the difference, in all the departments, critical for sales and marketing. Discovering new opportunities and the ability to ‘’act fast’’ in different occasions can only improve everybody’s performance. Self motivation is an another soft skill, that is more connected to a person’s character. It needs confidence and be methodical.  



6. Drive.
A soft skill, that usually can be found in leadership roles, too. Self discipline in time management, be responsible with deadlines and making things happen, needs someone decisive, with a certain vision about the business.

7. Written Communication.
A hard skill that needs to be developed constantly. The ability to express correctly and accurately an idea is very important. Obviously in academia is a crucial skill to success.

8. Planning and Organising.
Both soft skills, well related to leadership roles. Having the vision for effective planning, same time be discipline enough to organise the business or studying routine, is also very important.  



9. Flexibility. 
[bookmark: _Hlk49690271]A soft skill that can be developed by gaining experience in the everyday challenges. ‘’ Cambridge Dictionary’’ defies the word as ‘’ the ability to change or to be changed, easily according to the situation’’. https://dictionary.cambridge.org/dictionary/english/flexibility Flexibility is needed, in order to do good time management and organizing a routine, in business and studying.

10.  Time Management.
Absolutely crucial, skill in both academia and business. As a soft skill some people have got it naturally and are able to develop it. In any case it can be improved, by motivation and self discipline. According to (P. Morgan, Business.S.G.T.S. p52 2017) time management is, ‘’the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension.  


PARAPHRASING 

[bookmark: _Hlk49690302]According to (Cambridge Dictionary) paraphrasing means, ‘’to repeat something written or spoken using different words, often in a humorous form or in a simpler and shorter form that makes the original meaning clearer’’. https://dictionary.cambridge.org/dictionary/english/paraphrase It is considered to be one of the keys to success in academia life. There are 8 crucial steps and some certain techniques, needed to do good paraphrasing. 


1. The 8 steps to paraphrase.
Read the content carefully and repeatedly if needed.
Think very well and in depth the idea until be sure that you
Understand the idea. The content should be well understood, up a level that can be explained to someone else.
Go away from the text. If possible stay even a day away from it. 
Return to your own writing, without looking at the original text.
Write the idea in your own words.
Check the original text and your phrasing and make sure they differ to each other, in both sentence structure and vocabulary.
Cite the original source. Place the citation, both within the text. Include full information about the source in the end of the paper, on a Works Cited page. 


2. Techniques to paraphrase.
· Using synonyms, is critical, in order to paraphrase. The words need to be changed, but the meaning must stay the same. That is why synonyms, can make life easier in academia.
‘’Example: ‘’The growth of the car industry parallels the development of modern capitalism.
Paraphrase: ‘’The rise of the automobile industry matches the progress of contemporary capitalism.’’.
[bookmark: _Hlk49631950]From: Bailly, S. (2011), Academic writing for international business students, London. Routledge
· Changing the word class is a technique that need to be used, too. The changes to be made, are in accordance to the sentence structure. 
‘’Example: In the 1920s Alfred Sloan’s management theories helped General Motors become the world’s dominant car company.
Paraphrase: In the 1920s, with the help from the managerial theories of Alfred Sloan, General Motors dominated the world’s car companies.’’
[bookmark: _Hlk49632175][bookmark: _Hlk49690371]From: Bailly, S. (2011), Academic writing for international business students, London. Routledge
· Changing the word order is necessary, too. This can be corelated with changing the word class.  
‘’Example: …the best explanation for the British locations of the industrial revolution is found by studying demand factors.
Paraphrase: A focus on demand may help explain the UK origin of the industrial revolution’’.
From:  Bailly, S. (2011), Academic writing for international business students, London. Routledge

Whichever technique is used, always keep in mind, that the sentence must:
· Keep exactly the same meaning with the original.
· Make some changes on structure.
· Be grammatically correct.
· Be orthographically correct.


CV WRITING

1. What is a CV?
In class we were taught that, ‘’A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills make it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.’’ (Morgan, 1997:339) It is really like creating your personal brand. The very first step to start writing a CV, is to make a list of knowledge, skills, attributes and other things. A list of each category will be really helpful, on the set up.

2. Developing and Writing a CV.
What should be included in a CV is the next part to sort out. The list is as follows:
Personal details: 
· Name
· Email address
· Telephone Number - home or mobile
· Address
· Social Media – Skype or Twitter 
· Linked IN



Personal Statement:
A brief and clear personal statement is also needed. It should not be more than 3 sentences. Be ready to provide evidence in your paper on what is included in the statement. As a personal statement it is based on the ‘’knowledge, skills, attributes and other things’’ lists, mentioned earlier.

Education and Qualifications
In that part, need to mention all the academic experience through out life.
· Tittle of Qualifications.
· Dates of Qualifications, including the month, year, start date and finish date.
· Obviously the results.
· It is good to start by the most recent, to the oldest one.


Working Experience
The next step is to summarise and present the previous working experience.
· List them from the most recent, to the oldest one.
· Give the exact dates of start and end, of each period of employment.
· The job titles of course.
· Up to 3 bullet points of the main responsibilities and achievements that may be accomplished.


Additional responsibilities and Activities.
If in any of the listed jobs are any extra responsibilities or activities, they should also be mentioned. Added on that, the understanding and relevant skills that were gained, by these activities.

Hobbies and Interests.
In that section the person has the opportunity to present, the current employer a bit of its character. It may not seem the most relevant part, but sometimes a skill or a specific interest, can gain an immediate attention and have a positive effect during a follow by interview. Simple let the employer know some personal motives and what is enjoyable to do.

References.
Obviously not in the same meaning with academia. Usually 2 referees are given. A previous lecturer or tutor for the academic part. The second from a previous employer would be very useful. In any case referees should be asked before, been given. It should not be a close friend, family member, or a relevant that knows the person very well. 

CV Presentation and Formatting.
· Do not allow any spelling mistakes.
· A good CV is up to 2 pages.
· Bold, italics, or underlining are great ways to ensure keywords in your CV stand out!
· Bullet points provide key information rather than full sentences. 
· In terms of colouring, not much is needed as the document could be printed in black and white.
· Clutter your work, no need to make use of every bit of space
· Consistency in terms of fonts, font sizes is needed, too. 
· In summary, employers usually look at many CVs at the same time, make sure yours is easy to read and aesthetically appealing!


CONCLUSION 

In conclusion, ‘’Academic and Employability Skills’’ is a very helpful moodle, that helps many different aspects, for an academic or professional future. There are a lot of other important subjects, I could mention about, through out the academic year. Such as how to write in a proper academic way. In general as a moodle, prepares the students for some of the challenges they might find in a professional career. Identifying personal or other people’s employability skills, or a write correctly a CV can be proved critical in someone’s career. As also the importance of paraphrasing through out academic life. 


PERSONAL REFLECTION

In personal terms, I caught myself, improved in terms of writing. I developed my Verbal communication skills and presentation skills, too. However there is always ‘’space’’ to become even better. So in the 3rd term I’m expecting from myself, to improve more in areas I feel having some weakness.
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