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[bookmark: _Toc92922355]Introduction
A candidate's experience and knowledge might qualify them to compete for employment, though to become effective in many professions, they would require abilities that they might probably acquire through time. Many may be job-specific, but a large proportion would include so-called "soft skills," which can be applied to almost any profession or industry (Sani, 2019). Those skills and abilities are often referred to as "employability skills," since they are what make an applicant attractive. I will utilise reflective practise to go deeper through my memories, emotions, and ideas throughout the "Academic and Employability Course" as a method of carefully evaluating my own development. Reflective practise provides for the investigation of independent growth in order to determine whether it might be used to shape upcoming results and practise. Reflective practise involves a method of investigation which might yield unexpected outcomes. Reflective practise, according to several experts, is one of the most important aspects of experiential education.
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Many people appear to have difficulty managing their time. It's critical to learn to manage your job, education, and family obligations. One of my weaknesses has always been time management. I basically get tasks completed whenever I can most of the time. Nevertheless, when it came to the time management assignment, I made an effort to stay on track. I can see that I started off to a fantastic start in the beginning; everything was mainly going according to my timetable. However, as the workweek progressed, I saw those other responsibilities, including diversions that had not been scheduled, starting to intervene. Despite the fact that I appeared to be making things work, my time management strategy was not instantly effective, but with the help of this course, I appeared to have made it through.
When I compared my plans to the real events of my day, I saw that a significant part of my difficulty was that I had numerous jobs on my plate for which I had to labour a lot. Reflecting closely over the week, several of the diversions as well as concerns that arose might have been prevented if I had merely followed the steps outlined in my time management assignment and created a suitable timetable. After taking the course, I realised that by developing a priority list and acting on it based on priorities, I could eliminate a number of distractions. The first question is: what are some of the things I can perform more efficiently? I'll be able to accomplish more if I keep to a timetable (Uzir et al., 2020). Setting out certain times for work and study would help me remain on course. Ever since, I have avoided late-night research periods because I have a great deal of work to do in the mornings, and I have relocated my late-night studies to weekends. This gives me a much quieter, less hectic, and thus more appropriate work atmosphere, as well as more undisturbed opportunities. This will be my educational strategy moving forward. As for finishing objectives, I am certain it is a constant inner conflict for everybody. I often wonder to myself, "Which objectives should come first, and where will I find the time to address these concerns?" With the help of this course, I was able to organise my goals and priorities by necessity and attempt to tackle each issue in order of significance. in an endeavour to complete everything. It doesn't always work that way since I'm still working on balancing my priorities, but it's certainly less hectic when it does.
My failure to distinguish between what needs to become a priority and what I wish to become a primary concern, as well as my failure to complete everything I need to complete in the period of time I am allotted As I progress through this programme and in life, I want to try to place fewer objectives on my platter by delegating a few of my commitments as well as tasks to others, if at all feasible. This will give me extra time to focus on the things that are truly essential to me. My education and career are my top priorities. Finally, when correctly handled, it frees up a certain amount of time in my everyday life that I can readily devote to other pursuits. Because time is of the essence and one of my main priorities is my education, I could devote a lot of attention to my studies while also making time to spend with my family. Anybody with ambitions may benefit from more time. For me, being able to focus more on the areas of the objectives that are particularly essential to me would be enough.
The programme showed me that diversions, conflicting interests, and managing time challenges will constantly be there. However, it is my capacity to handle all three of these factors that will eventually determine my success. The training assisted me in seeing what I wanted to accomplish in a disciplined manner, and my time management plan evolved into more of a very basic blueprint than a timetable, which was suited for me.
[bookmark: _Toc92922357]CV Writing 
A "curriculum vitae" is often referred to as a CV or resume. A CV is a promotional document that includes data about a person, including work experience, abilities, and accomplishments. A CV is a single or two-page statement which summarises a candidate's work experience for potential employers. In the presence of strangers, a CV performs a significant function in conveying a person's characteristics (Woo et al., 2019). Preparing a "curriculum vitae" is a critical topic that, like many other candidates, I tended to overlook. Throughout this training, I learnt that a CV is the most effective way to market oneself to potential companies. Before recruiters encounter me in reality, this is the main item they observe. Each year, companies end up receiving thousands and thousands of them. The reason for which I have been writing should give recruiters a justification to choose me out of the pack. I learnt that there are three formats which one can follow while writing a CV. Those formats are:
· Chronological
· Functional
· Combination
The most frequent resume format is "chronological." Starting from the most current position as well as moving downwards, this approach portrays a person's academic and employment experience in chronological sequence. It is the CV form of choice among people who wish to emphasise their professional expertise or degree. If someone possesses no job expertise or higher education, if they have major pauses in their existing employment record, or if they are moving professions, this approach must be disregarded (Teixeira da Silva, 2020). Considering the emphasis has been on the individual's talents rather than their job experience, "functional" ones are indeed a wonderful alternative for people who have not already established quite a long employment record. Consider it more concerned with what one can do rather than what one has already accomplished. I need to mention my talents before my job background and qualifications on a functional CV. Among people who wish to emphasise a variety of abilities, including previous positions that are just not strictly connected to one another, the "combination" approach is indeed a smart alternative. This style includes elements of traditional chronological and functional CVs, allowing candidates to emphasise their professional history as well as their diverse professional skills.
My name, email, address with contact information, and professional aspirations, which describe the sort of employment I seek, as well as several heartfelt aspects that would show why I would make a wonderful fit for a certain position, are all included in the heading (Woo et al., 2019). I learnt that it is critical to go to a firm's website and take note of all of their product and business data, as well as goals that are relevant to the position I am looking for. According to nearly 80% of overall interviewers, key scores and details from all colleges studied must be included on applications. Inside the CV, the region of expertise, specifics of the degree, as well as other useful facts, specialised education, and seminars must all be stated. It is crucial to know what to include and exclude from a CV. For example, one should not really mention every course they have ever taken, but one must mention everything related to the position they are applying for. It is critical that we not make fraudulent statements since they will be discovered sooner or later. A CV's presentation is very significant. Throughout the training, we were taught to choose a professional-looking typeface like "Arial" or "Calibri" that is readable and understandable and also no lower than ten points for the body of the document and only slightly bigger for headers. Finally, we are encouraged not to make the CV unnecessarily long; two pages of sheets should suffice. Make the typeface lower, the borders wider, as well as the spaces between paragraphs shorter, but nothing higher than two pages.
[bookmark: _Toc92922358]Cover Letter Writing
In this program, I learned how to write a "cover letter" for the targeted people, including the objective, format, and tone. A "cover letter" is a formal statement that goes with a resume. This is intended to persuade the firm that I am qualified for the position, as well as to represent myself before them. The manager of a firm or corporation is the target audience of a "cover letter." My letter will take on different forms depending on the industry, but there are some general guidelines that apply to everyone, as well as one ironclad principle that I cannot simply rip and copy from a prior submission. My "cover letter" must reflect how I am familiar with both the demands of a particular organisation and that specific position; thus, it must be tailored towards the position.
A covering letter can include three to four paragraphs, with the opening paragraph containing the purpose behind seeking employment, the second paragraph containing detailed information about abilities, the third paragraph demonstrating enthusiasm for the job, and also the final paragraph containing a sign-out message. The objective is to be able to present myself to a possible employer as well as showcase any applicable talents that I may have. My information, the time, the recipient's location, and a greeting are all included in the format of a "cover letter" (Pelczarski, 2019). The first statement explains the reason for which I am writing. It creates a line of communication and introduces me briefly. The main points emphasise a few of my resume's most crucial features. The final section requires you to gently seek an appointment only at the company's availability. Determine whether any further resources, including a piece of work or even a résumé, are being supplied. Thank the reader for their time and attention and let them know that I eagerly await their response. A nice ending must be accompanied by my name and signature. A "cover letter's" tone must be courteous, official, and succinct. (Pelczarski, 2019).
We've been advised throughout the training not to be scared of taking risks. This section should properly tie up my message or statements and make it obvious which response the audience should take as a consequence of reading them, again without coming off as condescending. Prior to this course, I must admit that I was not aware of such functionality, so learning to write a cover letter gives me a competitive edge in my future job hunt.








[bookmark: _Toc92922359]Conclusion
The education that took place throughout the "Academic and Employability Course" was extensive and originated from several sources, including those mentioned before. Whatever appears to be a minor detail was used to have a significant impact on my enjoyment as well as my understanding throughout the program. However, it was not until I pondered and examined specific areas that I realised their potential significance. By thinking about what I have learned and asking questions, I can emphasise what I have comprehended. After finishing the program, I could identify both the benefits and drawbacks of all of these factors, which influenced my education in various ways. After exploring personal understanding, I am finally able to apply everything I have learned about myself, as well as the exercise, to future endeavours, including work.
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