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	Landing a job in the 21st century can be rather difficult. The labor market has been deeply transformed during the last fifty years by the rapid progress of technology and the ever increasing importance of internet. The different crisis the world has known, economical or sanitary, have brought about behavioral changes that have modeled the market. One might even argue that the national labor market is an outdated concept, belonging to an age long gone by. The competition has become truly fierce and international. Without solid employability skills and a thorough comprehension of social and economical mechanisms that make up the labor market in our days it has become virtually impossible to build a professional career.
	The "Academic and employability skills" course I have took this semester has been extremely valuable to me. I have gained a much deeper knowledge as to the importance of acquiring and developing certain skills that can make a difference between a failed job interview and a successful one. I will try to relate in the following lines my experience with this class by applying Kolb's experiential learning cycle to four key topics: CV and cover letter writing, time management and public speaking.

KOLB'S EXPERIENTIAL LEARNING CYCLE

	Reflective thinking involves constant self-observation and self-evaluation[footnoteRef:1]. Each life experience is thus seen as an opportunity to grow, an invitation to learn something new, a challenge to one's established ideas and habits. We analyze our actions and reactions, breaking down into smaller parts complex information and data. This process, once it becomes habitual, will help us to better know ourselves by becoming constant learners, always trying to improve ourselves. But in order to get the most out of everyday life experiences it is advisable to follow a method. [1: https://www.ucd.ie/teaching/t4media/reflective_practice_models.pdf] 

	David Kolb published his four stage model of experimental learning in 1984. Following a concrete experience (example: the introduction of a new software at the office) the individual enters a reflective stage where he takes a step backwards and analyses what just happened: what were his reactions and were they adequate, what was he trying to accomplish, did he choose the right means to pursue his goal, etc. These questions naturally bring him to a stage of abstract conceptualization. The actions that have been taken are connected with personal knowledge and information gathered from external sources, like discussion groups and on-line forums. New conclusions are drawn up and a decision is taken as to whether changes need to be undertaken. The last stage, active experimentation, sees the new strategies applied in real life situations, which will lead to new experiences and so the cycle begins again.



CURRICULUM VITAE

	A CV can be seen as a personal marketing tool, a brief statement of who you are and what you have accomplished so far. Its purpose is to convince a (future) employer to give you the opportunity of showing what you are capable of doing. 
	There are no rigid rules as to the form of the CV. Each person is free to organize the information as he or she likes, depending on their experience and the type of job they are looking for. It should be born in mind though that there are certain guidelines which, if followed, ensure an adequate result.
	Extra care must be taken when choosing the information to be included, since CVs must be no longer than two A4 pages. Some elements that were traditionally present on resumés, such as age, martial status, gender, etc. are no longer required. The most important piece of information, and the one most likely to catch the employer's eye, is your work experience. When listing the positions occupied in the past you must start with the most recent one. Each job description should contain a brief description of the tasks you performed and the skills which you have gained.
	The ACE course on CV writing helped me to better understand the importance of a well conceived CV. Growing up in  a different culture I have acquired certain notions that that were not in line with British standards on this matter. The new ideas I have been exposed to here at the University made me re-think the notions I had. They have opened for me a new horizon. This paradigm shift will certainly be visible in the way I will conceive my CV from now on.
	The personal statement is a concept that I have not been familiar with up until now. I have come to understand its role and why it should be included into the CV.

COVER LETTER

	When applying for a job it is wise to pair the CV with a well-written cover letter. It offers the chance to make the application stand out and set it apart from the others. That is why one should never use a generic cover letter. This document allows the applicant to emphasize certain aspects of his professional career that were only mentioned on the resumé, so it has to be personal.  
	A good cover letter should run no more than four paragraphs. It should be clear and to the point, written in a business style. Adjectives and adverbs should be use sparingly, if at all. Facts and figures are always better than personal impressions or feelings.
	Stress should be put on the knowledge acquired during the education years and the skills  developed during previous work experiences. More importantly, the cover letter should show the recruiter how the applicant’s aptitudes will be of service to him and his business. That is why it is a good idea to do some research concerning the firm and its evolution.

	The letter should end by thanking the recruiter for the time he has taken in reading the application. Mention must be made of the availability for an interview.
	Before taking this course I always thought that the cover letter was nothing but a mere formality and that recruiters were ignoring it, being more interested in the the CV. So I took cover letters found on the internet and only modified them slightly before sending them out. I now realize that my former views on this matter were wrong and did not make much sense. The information provided in this course convinced me of the utility of the cover letter. The more I reflect upon it, it seems logical that the CV should be accompanied by a document that is of a more personal nature, capable of filling in the gaps of the resumé. I have already begun to work on a general cover letter that is easily adaptable according to the job description. I hope that with each job interview I will be able to improve this document.

TIME MANAGEMENT

	It could be argued that time is man’s most valuable resource, since it is the only one that cannot be replenished. Therefore it is of utmost importance that we should learn to manage it appropriately. Managing time is a skill that can be learned and perfected throughout our lives. It involves hierarchisation of the tasks that are to be accomplished. The time which we have at our disposal is then divided so that tasks with higher priority, those more urgent and important, are done firstly. This rigorous planning and careful prioritization helps us doing more in less time.
	The benefits from adopting this practice are numerous. I will cite only three that seem more important to me. First of all, we become more efficient in our work because time is not wasted on tasks that are neither urgent, nor important. Oftentimes we spend time on doing activities that we enjoy and leave aside the necessary but unpleasant tasks. By keeping focused on what matters we progress more rapidly through our daily to-do list. Secondly, we become better professionals. Partners and co-workers will notice and appreciate it, because we will meet our deadlines and in the business world it is extremely important to keep our word. This can be achieved if we learn to use our time smartly. Thirdly, efficient time management will have a positive impact on our personal lives as well. Doing a lot of activities does not necessarily mean that we are more content. But doing things properly and in the right order, evaluating them against an established hierarchy, will be far more satisfying than having a really busy schedule cluttered with half accomplished projects.
	Time management has never been one of my stronger points. I have always had the feeling that, even though I did what I had to do, I do not use my time smartly. When several tasks need to be accomplished roughly at the same time, I tend to think them equally important and urgent. So, I end up working on several projects at once and not making much progress on either, because my focus is divided. The time management course I took here at the University challenged this idea I had that all that we must do has the same level of importance. I have been shown that prioritizing one’s tasks of tasks does not mean belittling the less urgent ones. On the contrary, it is a guarantee that even those will be accomplished in their due time. It is a powerful tool that ensures the success of our endeavors, precisely because we are working in the right order. The time management methods I have learned will surely be of much help when I will start my own company and my schedule will be more busy. I will keep on customizing them as I go along, making sure that they will always be adapted to my needs.

PUBLIC SPEAKING & GIVING PRESENTATIONS

	I must admit that having to speak in public and giving Powerpoint presentations has been a difficult task for me, and one that I have struggled with during the last semester. 
	It has been so mainly because I am more of an action oriented person. For me facts weigh more than words. I would rather do something quickly without much talk than spend a lot of time discussing the matter before actually doing it. This course has taught me the power and importance of speaking. Through the feed-back I have received from fellow students and teachers I have learned that the way we choose to express ourselves has a great impact on the person we are talking with. The message we are trying to send is heavily influenced by the words we use. Throughout this semester I have come to appreciate more fully the inherent power words have on us as human beings.
	Public speaking was a new activity for me. I have never found myself in a situation where I had to do a presentation in front of an audience. In my line of work, being able to properly address a group of people is not considered an essential skill and therefore it is neither required, nor developed. But if I am to start my own make a difference. This class has shown me that even a person without experience in this field can achieve good results, if he is willing to open up his mind and accept the challenge.
	Lastly, having to use academic language proved challenging to me. In order to carefully choose my words and use the vocabulary required, I had to frequently consult the dictionary. This meant spending quite a lot of time preparing my presentations. Having a full-time night job only added to the difficulty. This is where the time management course I was taking proved very useful. It provided me with the necessary tools that helped me to plan my free hours. Thus I have managed to find time to spend with my family without neglecting my academic assignments.

CONCLUSION 
	The topics discussed in the "Academic and employability skills" course have been well chosen. I have learned that a successful career, starting from the job interview all the way to how we plan our work-day, is not something you improvise hoping that it will turn out alright. It takes careful planning, it demands skills that one learned need to be honed throughout the rest of one’s life. Luckily I am now in the possession of the appropriate tools that can help build my career.

