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Introduction
This report provides an example of what I learned in the first term and second term period in the class online, practising skills at work, and what are the basic steps for employability skills their importance.
 Homden. B (2020) Stated that “Employability skills. While also having a good degree in a relevant subject is certainly important, it’s something that many graduates will be able to offer. Lots of employers will hire individuals based on your potential skills to bring to the job, making you eligible all the time for any job that lacks employability skills.
As such as, I was missing out on how to write a CV and applied to a job when the interview date came, obstacles were hindering my way to the job, including communication and working as a team, so I was rejected for the job that day. I decided to develop my skills. Now, I have experience writing a CV, cover letter, communication and working as a team. This is from a great effort and my entrance into the University of Wales Trinity Saint David and choosing this degree.



Gibbs reflective cycle 

The Gibbs reflective cycle by Graham Gibbs in 1988, gives structure to learn from experiences. It provides a framework for screening tests, due to its cyclical nature give a good field test repeated, allowing you to learn and planning of the things that went well or did not go well. It covers six stages:
Rumson. R (2018) stated that” The Gibbs’ reflective cycle, inspired partly by Kolb’s learning cycle, enables us to effectively reflect on incidents and occurrences, be it daily or occasionally, and learn from them. (University of Bradford)”.
Description of the experience
Feelings and thoughts about the experience
Evaluation of the experience, whether good or bad
Analysis to understand the situation.
Conclusion about what I have learned and what you can do differently was
An action plan for how to deal with similar situations in the future, or general changes you may find appropriate.
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Image above from Rumson.R (2018) show the six stages of the Gibbs reflective cycle. This shows the steps which are taken when reflecting on a situation and how to respond to it.



Selected topic
The target of the assignment is to analyse what I have learned in the following topics to assess the effectiveness of the experience of what I learned. Among the topics, I have chosen are report writing, Presentation, cover letter, and CV writing. The educational seminar on these topics has been deliberated in the following section:

Report Writing

What is the report writing?

Gates. J (2016) stated that the report is written for a clear purpose and a specific audience. It is to provide specific information and evidence, analysis and applied to a particular problem or issue. Information is presented using sections and headings structured format so that information is easy to locate and follow-up.
Such as your manager asking you to write a report from the Director on the problem you encounter at work and how you can deal with it. It may be a general report on a feasibility study of a project or writing a report on employment skills ... etc.
Canavor. N (2017) stated that” good writing for work purposes two things: knowing what to say, and how to say it”.

Why report writing important?
 Diaries. H (2020) stated “Formerly you start writing a report, you must know and understand the meaning of the report. It is significant also to search self-sufficiently rather than relying on data and indicators available on the Internet, furthermore, arranging the report properly”. Here's why

Decision-making tool:
Companies take a great deal of time around data and information on specific topics and situations. Decision-makers often use business reports and research papers as sources of information to make important business decisions and come up with solutions.

Evaluation:
Here define different types of activities by management or major companies. This gives reason to the importance of writing the report is that it is a group of resident information.

Professional improvements
During the annual assessment, your manager will ask you to write reports explaining how your business has been up and performing throughout the year.
 
Quick source for problem-solving:
 Managers demand accurate information on various topics and there is no denying this to make quick decisions. Often managers only rely on business reports as the true source of information.


Presentation
The importance of public speaking:
According to Hancock J, et al, (2020) they stated that if similar you don't need to create normal presentations in front of a group, there are sufficiently of circumstances where good public speaking skills can help your development your vocation and create occasions.
For example, you may want to talk about your work at a conference, give a speech after taking an award, or teach a classroom to new students. Public speaking also includes presentations or video chatting; For example, when coaching a virtual team of students, or when speaking to a group of managers in a personal interview or in an online meeting.
You may be asked to give a speech on a certification booth or to give a speech at university in front of students. Good public speaking skills are important in your life. 
How to become a good speaker:
Speaking and meeting skills are learnable and can be talked in public. You can gain these skills using the following strategies to become a better speaker and presenter.
According to Hancock J, et al, (2020) they stated that “The good news is that speaking in public is a learnable skill. As such, you can use the following strategies to become a better speaker and presenter”.
Plan Appropriately
First, you must make sure that you have an idea about your presentation in front of the audience.
Shen. J (2018) stated that” The best talks grab you from the first moment and never lets you go. Research done by Vanessa Van Edwards and her team at Science of People found that the top TED talks receive similar ratings on intelligence, charisma, and credibility when someone watches the whole talk, or just the first seven seconds. Such as thoughtful on paper has always been improved than thinking on a computer or the software itself. Think about the spectators first, not the demonstration. Repetition with your voice on the show. Show in front of a mirror. Be on the act early. Turn anxiety and nervousness into enthusiasm! drink a lot of water.  take a deep breath.
practice makes perfect
According to Hancock J, et al, (2020) they stated that” There's a good reason that we say, "Practice makes perfect!" You simply cannot be a confident, compelling speaker without practice. To get practice, seek opportunities to speak in front of others. For example, toastmasters are a club geared specifically towards aspiring speakers, and you can get plenty of practice at Toastmasters sessions. You could also put yourself in situations that require public speaking, such as by cross-training a group from another department, or by volunteering to speak at team meetings”. Such as for as long as the thinking on paper better than thinking about the computer or the software itself. Think of the audience first and do not display. Train your voice in the show. Display in front of the mirror. Be the scene in the early. About anxiety and nervousness to the enthusiasm. Drink plenty of water. take a deep breath. Repetition teaches high achievers.
Interact with the audience 
Tell a scene or tell a story, share a personal experience, relates to an event on the topic or any event that is a recent event or the subject of a previous event, indicate something important about the current audience or setting.
Lahey. J (2020) stated that “When we have an opportunity to influence or lead people, we can’t assume that sharing information is enough. That’s simply table stakes. Once you know what you want to communicate, you need to think about how to engage your audience and keep them engaged for the duration of the event.
Many people believe their positional authority, or the importance of the material, should be enough to hold everyone’s attention. This is rarely the case. Even Steve Jobs, telling already-passionate followers about Apple gadgets they craved to know about, was very deliberate about engaging and keeping their attention”.
I will shorten it here with the skills:
· Plan appropriately.
· Practice.
· Engage with your audience.
· Pay attention.
· Think positively.
· Cope with your nerves.
· Watch recordings of your speeches.
cover letter:
Gallo. A (2020) stated that “Before you start writing, find out more about the company and the specific job you want. Of course, you should carefully read the job description, but also peruse the company’s website, its executives’ Twitter feeds, and employee profiles on LinkedIn. This research will help you customize your cover letter, since you shouldn’t send a generic one”. For example, when writing a cover letter, you write and mention the person or person responsible for the available position at that time dear [person's name],
I am writing this letter to apply for the position advertised via [site name or post]. Since I saw the job ad, I have seen your company and the work it does. I believe I have the correct [characteristics, skills, training, experience] for the position you are publicity. I would welcome the chance to work in [company name] and contribute to [work, organisation, group, field] as best I can.
Because of my educational background, I have the knowledge and skills that I think will be most helpful for [company name]. I have a [Certificate / Diploma] in [Certificate Subject]. There are platforms out there to research the importance of a cover letter book, such as a website INDEED And other job search sites and background writing cover letter.
.

CV writing:
Tomaszewski. M (2020) stated that “In its full form, CV stands for curriculum vitae course of life. In the US, Canada, and Australia, a CV is a document you use for academic purposes. The US academic CV outlines every detail of your scholarly career. In other countries, CV is an equivalent of an American resume. You use it when you apply for jobs”.
Writing a CV is important when applying for a job anywhere in the world. Solutions. A (2016) stated that “your CV is your most valuable tool to get to the job interview stage. Therefore, the more effort you put into tailoring your CV to the job you are applying for, the more likely you are to get an interview”.  You must follow simple steps, but before I mention the steps or instructions I have an example and it happened to me one day when I arrived in London I was looking for a job so whenever I applied to a job I was rejected and I don’t know the reason Then I went to a friend and told him what happened to me, and he said, Show me the CV, and he told me you must change the CV and you have to follow simple steps, then I joined Saint David University and here I am today I have some experience writing a CV.

Conclusion:
Writing a report like this provides you with important information in research and gaining experience in the same field that you are looking for. I have gained experiences in my studies of these topics such as writing reports, writing a CV, and writing caver latter. I learned a lot from this course about employment skills, and in the past, I did not know how to prepare such reports, and this is my conclusion and I always hope for the best. Possibly the most stimulating part of the application procedure is writing an effective cover letter. And indeed, you should send one. Even if only one cover letter is read out of every two letters, there's still a chance that including one can help you. For future recommendations it is important to apply for a job which is suited for the individual as it will increase moral and give you better chance for promotion whereas not applying for a job you don’t like as it will not have the enjoyable experience needed to go further within the industry.
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