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The purpose of this paper is to reflect on research findings from a teaching and learning intervention that explored whether undergraduate university students can be taught to articulate their employability skills effectively to prospective employers and to retain this ability post-course.
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[bookmark: _Toc49203999]Introduction
In this report I am going to focus on some of the topics learned in the terms 1 and 2 in UWTSD. The topics I would like to cover in the assignment are:
· SWOT analysis,
· Report writing,
· Cover letter,
· CV.
The topics above were new to me. Through the university lessons I acquired the necessary knowledge that helped me achieve new and challenging work assignments and helped me improve decision making processes in my personal and work life. 
The following guide represents my personal experience in learning the reflection models presented above, in more depth I will be talking about employability skills, how I acquired the knowledge about the topic, what I like about it and what I dislike and what I found interesting and inspiring as well as difficult or boring.  
The employability skills chosen by me are the ones that I found more useful to my daily life, for different reasons, such as writing assignments as I attend university, writing cover letters and CVs as I am a young and ambitious individual and most importantly they gave me the confidence and the courage to make difficult decisions that could potentially have a big impact.  
A special thanks goes to Mr. Hopkins, through his teaching I started to be more responsible in the work place and, embrace the company mission so profoundly that I felt the possibility and the rights to compete for the position as Store Manager.
Ultimately, I’ve gained the skills to master the academic and personal life. I will be prepared to cope with any situations with positive energy and awareness of the knowledge I carry with me.

[bookmark: _Toc49204000]Topic 1 - Learning about a SWOT Analysis
During the second week of Term 1, we talked about SWOT analysis. 
The SWOT analysis is a strategic planning tool used to assess the strengths, weaknesses, opportunities, and threats of a project or enterprise or any other situation where an organization or individual must decide to achieve a goal. (Susan E. Jackson ; Joshi, Aparna ; Erhardt L. Niclas, 2003)[image: SWOT Analysis Paper Sample - Everything To Know About Marketing]
This kind of analysis was new to me. I had no idea such a thing existed however, I strongly believed each person has a strength or a particular talent that could take the individual in a specific direction in both work and personal life.
This teaching experience has been very useful so far, as I am now able to apply this technique to projects that I am undertaking at work and life opportunities as I am looking for a better future. 
I am now able to analyze what my company is doing, what improvements there are, what are the areas to grow, and on a personal level I am now able to understand what are my weaknesses and strengths and which are the side of my personalities that needs improvements in order to receive the promotion. 
I do have a wider perspective of the business I am in and I am able to identify the lacks that my company has compared to the competition for example, I have recently identified an opportunity for my company which is the introduction of the pawnbroker service in our shops. This helped my company re-evaluate a particular marketing strategy and how to reinvest our products in the market.
 Furthermore, I know what distinguish me from my colleagues. I always thought being a copy of the best colleague would help me jumping the ladder, now I know it is not the case. I showed the company that I am reliable person, innovative and creative, which are skills required to be a Store Manager.

[bookmark: _Toc49204001][bookmark: _Hlk49202485]Topic 2 - Learning about Report writing
The second topic I found interesting was about report writing, which I knew before as I found myself in many situations where I had to write reports (i.e. high schools exams, work place reports on KPIs and/or stock take), however I feel I didn’t have a structure in doing so, but I reported the information I was required to track and investigate without any further requirement.
I had the chance to learn from the university lessons and some additional readings that the report writing activity takes inspiration from the Halliday and Hasan cohesion theory.
The theory states that the concept of cohesion, is a semantic one. It deals with the relations of meaning within the text. It is argued that the concept of a tie makes it possible to analyze any text in terms of its cohesive characteristics and gives a systematic account in patterns of texture. Lexical cohesion is simply interpreted by Halliday and Hasan (1976:274) as “the cohesive effect achieved by the selection of vocabulary” (Michael Halliday and Ruqayia Hasan, 1976).
I do find very useful to apply this theory during my daily work life. Some of the duty I do have at work regards the redaction of few reports. I have a weekly report where I do analyse the quantity of items in the shop, the quantity of items missing and the possible route cause analysis of those items missing.
I was tasked to produce a report with valuable information to the business, however I have not been given too many directions on how to produce an effective and useful set of information. I definitely found myself in a position where I was confused on whether the information gathered were really useful to the business and sometimes, I didn’t even know how to gather those information and who to report them to.
During the university course, I finally understood how to tackle all my concerns. I am now aware that before writing a report there is some planning to do beforehand such as:
· Gather information;
· Process the information;
· Evaluate the information;
· Plan the written document;
Also, some other useful information to gain prior the submission of the written document are, the stakeholders which will use and read the report, which are the different point of views involved in the manner and what are the possible outcomes that the business and the stakeholder want to achieve.
The above considerations brought structure in my reporting method, which is now more concise and effective. However, I feel like this reporting method is very formal and less personal, it does not give space to think outside the box and further considerations that could potentially benefit the company decisions in the long run. 

[bookmark: _Toc49204002]Topic 3 – Cover letter
Ever since my adolescence, I liked to be occupied and find jobs during summer that could keep me busy while earning some money and some experience. After high school I started to think about my career a bit more seriously which obviously led into applying for jobs. Some of them were more ambitious than others, some of them were unachievable and some other were perfectly achievable but I didn’t get them. I was unexperienced I did not know what it takes to receive at least a call to be considered for a position, also in the Italian culture is very uncommon the fact to provide a cover letter. As soon as I moved to UK back in to 2017, I started to apply for jobs whit my CV translated from Italian to English and very little knowledge of the language. Soon after I realised a CV was not enough here as recruiters needed a cover letter which was completely new to me. I never read one before, perhaps I never even wrote one myself. 
Finally, thanks to the university course I gained the necessary knowledge to write a comprehensive cover letter which can give me better chances to succeed during the job application process. 
I found very interesting the fact that during the process, the recruiters, hence the companies are interested in getting to know the candidate on a personal level and in understanding what is the candidate main  drive and motivation.
As I am now aware of how to write a cover letter, I feel like I do have more chances to apply for a Store Manager position in my company or in others. This would give me the possibility to express myself and enhance my qualities together with highlighting my achievements and my future goals and how those fit within the company’s objectives. I would not miss the chance to express the wish of being interviewed for the position of interest however, I think that being to personal would not necessarily benefit the screening process. Being professional during the job application shows already what kind of team member I could be for the company.  (Cheary, 2019)
[bookmark: _Toc49204003]Topic 4 – CV

As mentioned in the paragraph above, I applied for many jobs in my life. I think I wrote thousands of CVs and spent many nights modifying existing ones, creating new ones, changing templates, rewording the sections, hoping to sound professional and competent, to stand out from the crowd and being the one to get the job from the many candidates. 
I think that mastering the skill of writing a CV would increase the chances to being considered for a specific job and the lessons at university thought me some of the tips I wasn’t aware of.
[image: ]First and foremost is important to specify what is a CV.

“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, 2016)

So, it is important to stick with what is important and relevant and not to derail and writing things that could be off topic. 
An additional information gained during the course, which I found very inspiring is that through the CV I am creating my personal branding, enhancing my hard and soft skills, my experience and interest. 
In order to create a persona branding, is often used a personal statement at the beginning of the CV, which is a brief and concise introduction of myself that quickly says who I am however, the statement must be supported by evidence such as work experience or some referee that can be contacted if required and confirm what is written in the document.
Sometimes I do find hard to collate all the experiences and skills in one page and to know exactly what to write. There is still an element of uncertainty with regards of the person that is going to read and analyse the CV. For example, it is simpler to tailor the work experience based on the job description I am applying for, however, there are soft skills and attributes that could impress the recruiter, therefor gain an interview, or on the opposite side, they could be the reason for a possible rejection. 

[bookmark: _Toc49204004]Conclusion
The four reflection methods I spoke about in the essay are essential for improving the employability status of any person. I think these skills should be spread across any person who is going through a job search process. I found the contents of course very useful and I am enriched by it. Those are fundamental which will be always helpful during my career and I will try to pass the knowledge about these skills to any friends and family to help them succeed.
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