ACADEMIC AND EMPLOYABILITY SKILLS


Name: Awinnie Ferreira
Student ID: 1905625
Term 2: Group 3
Tutor: Ms Shao Yuen
BMSW4001_LON


[image: ]

CONTENT

1. Introduction
2. Covering letters 
3. CV’S 
4. Presentation Skills
5. Team working skills
6. Conclusion
7. References













INTRODUCTION

The purpose of this report is to discuss the different topics relating to academic and employability skills. In this report I will also talk about Kolb’s Experiential Learning Cycle, I will be reflecting on his model and how his model helped me analyse the different topics of employability skills. I will be talking about covering letters and why are they important when it comes to apply for a job, I will also be talking about CV’S and how they are related to covering letters. I will be talking about presentation skills, what did I learnt from it and how did it help me to improve my confidence. I will also talk about team working. I will be talking how important these topics are important for myself and how did they change the way I work daily. There are more topics, but I chose this four because I thought there are more relevant to me. I also chose Kolb’s model of reflection because I can relate more to his model than the other model which is from Driscoll’s. Kolb’s model of reflection is easy to understand, and it helps you have an idea of what needs to be done. Finally, I will conclude everything in a brief summary.









COVERING LETTERS

Let me begin by saying that covering letters help people have more chance when applying to jobs when they are done properly. A cover letter is basically a letter that you do to the employer of the company you are applying for. In the cover letter you are basically adding more information that you then attach into your CV. That makes a huge difference when applying for the job you want. When doing a cover letter is important you put the name of the person or company, where did you find the job role, why do you want to work for the company, why you want that job and don’t forget to refer your CV. Is important to be yourself and be honest when writing cover letters. I have learnt through Kolb’s reflection how to learn about myself and put my ideas into practice when doing a covering letter. On week four me and my colleagues did an in-class exercise cover letter. Everybody had different topics, but the purpose was the same. We all had to do the covering letter, and that was the first time I did a cover letter in class. I was nervous because I did not know what to write. When I used to apply for jobs, I did not do any cover letters, I only used to send my CV and that is it. Making the in-class exercise made me realise that I needed more help and practice. The teacher did not give us the cover letter back, but she made a feedback saying that all of them were good. Now I have learned the structure of a cover letter and I feel confident enough to do it without having to look or ask for help. I now see the importance of sending a cover letter as well. You can either send a cover letter if you interested in the job you are applying to know if the position is still available or if you are applying for a specific job role. Like I said before I never sent a cover letter before because I thought it was not necessary. I did not even know how to start a cover letter; I thought the CV was enough. From now on if I decide to apply for a job, I will make sure I attach my cover letter. Cover letters are not only use to apply for a job, as a student you can use a cover letter for an internship application. This kind of cover letters usually should include academic experiences. Cover letters are all about persuading the employer to make them choose you for the job role. It is all about being yourself and showing what are you are capable of doing because if you do not show them what can you do different from the others they will just ignore you and choose the one that is able to. Sometimes you need to let the fear in one side and give all you have. 

CV’S
I learnt from my lecture that CV’S are an important document that will help you move to the next stage when it comes to apply for a job that you are interested in. I learnt how to make CV’S when I was in sixth form. Is something they show you to do because some of the people that finish sixth form usually want to apply for a part time job while studying. My CV’s used to be basic and simple. I did not know back then how to make a good CV. Kolb’s model of reflection shows you the importance of putting into practice instead of just reading about it. Is good to put things into practice so you can make mistakes and learn from them. I used to send my CV and they use to reply to me the next day saying that I was unsuccessful. I did not understand the reason why but after doing some research I got to the conclusion that I was missing some things in my CV. So, I started practicing more and adding some more details so it could make more sense. A normal CV should include all the previous and recent qualifications you have. It also should include your employment history as the employer should know where you have been working. I used to put my employment history, but it was short as I did not have too many jobs. My CV was basic that is why I think I was unsuccessful. When I used to apply for care assistant jobs, they used to send me an email saying I did not make it because they were looking for someone with six-month experience. I used to work in warehouses and factories, so I did not have any experience in the care sector. Every time they send me an email saying I did not make it I use to feel devastated. Another thing you should include in your CV could be your education history. Is important employers know when you finished school if you went to college or if you still studying. Sometimes when you go to an interview is important you say if you still studying or planning to do so. By telling your employers the intentions you have from the beginning is the best as they can help you by giving you a work schedule that works for you. From my personal experience, when I used to have an interview, I use to tell them that I was still in college and they use to give me working hours that worked for me. I used to go college three days and work four days. My schedule was always the same, it used to change when I was having holidays. Finally, you can add some personal information such as what do you do like to do in your free time if you speak other languages. Is important you include your full name, phone number and email in your CV. If the employer is interested, they will try to contact you to let you know what is next.

PRESENTATION SKILLS
I started doing presentations when I was in year 7. The teacher used to give us the structure and explain to us how to start. We used to pick our own topic. I never understood the reason why we had to do presentations. I was good doing PowerPoints, I used to make them look nice and presentable. I used to do presentations by myself. We never did group presentations in my class. I used to feel so anxious and nervous before the presentation that I almost felt the need to cry. While doing my presentation I did not feel confident to look at the audience because I was so nervous. I used to talk very quick and forget most of the things I was supposed to say. The teacher used to tell us the presentation was supposed to be five to ten minutes long. Me being nervous I used to talk just for three minutes at least. I used to make three presentation per semester. I used to think presentations were a scary thing to do, because you are basically talking in front of 15 to 20 people to explain something that needs to get their attention. For you to able to do a good presentation you need to be able to pick a topic that will catch their attention and interest. Another thing you can do is rehearse. You can do that by asking a family member or a friend to watch you while you do your presentation. That will be a great help, it will give you more confidence and you will be able to memorise your presentation much better. Another thing you can do to prepare for your presentation is making notes. You can make them on small pieces of card or paper. If you make them easy to read and brief you will be fine. Now that I am studying at university, I must do group presentations which I think is much better than doing it by myself. As a group everybody has a task. Everyone is talking about the same topic of course, but each person must do their slides. Usually there is a leader that leads the group, so everyone is working properly. One person of the group will make the PowerPoint with all the slides. As a group we meet to discuss more ideas and rehearse so everything goes smooth during the presentation. Making group presentations have made me more confident and I have learned that is okay to be nervous if I control it. I have learned as well how to look at the audience while doing presentations, I never thought I was going to be able to do that. I have learned how to speak clearly and in a good pace so people can understand me properly. I still feel nervous but not like before. 


TEAM WORKING SKILLS

Working as a team is something that everyone will have to go through in life. As a care assistant I must work as a team. I work 12 hours and in those 12 hours my role is to work with my colleagues in a way where everything gets done in a safe way. Taking care of elderly people is a big role. That why is important to have good communication skills when working with someone else. As a team you need to discuss how the task is going to be done. As a care assistant working in a care home, there is a senior and a manager. The senior in charge is the one making sure the carers are working efficiently and in a safe way. An example of that is when we must check the resident’s weight. The senior in charge is the one telling us that it must be done so me and my colleague must do it. When working together the task gets done efficiently. Another example of team working is me and my colleagues doing a group presentation. Each term we must do a presentation. The group members are not the same. Between all of us we choose a topic that has to do with the assignment. We then make a group chat to sort what everyone is doing. That is our way of communicating because we all live far from each other. We usually are 5 members in a group. I think it makes everything easier because everyone has an idea of what needs to be done. Our goal as a team is being able to do the slides, put them together in a PowerPoint and then send it so we can get mark and have a result so we can then go to the next stage. Is important everyone in the group agrees with each other so there are no problems.  Is important to support each other so everything gets done properly and on time. Sometimes team working can fail if there are conflicts between the members, also if they are unclear of what needs to be done. Personally, I never had any problems with my colleagues. Making presentations have help me to be more confident and feel comfortable talking in front of an audience. I think I will get much better with time because I still have to learn more things. It also helped me have better communications skills.
CONCLUSION

By doing this report I have learnt the importance of each topic I have talked about.  All the topics have different names, but they all have similar things. Covering letters are related to CV’S, a cover letter needs to be attached to a CV when you are applying for a job. I learnt that it makes a difference when sending a cover letter. I have also learnt how to make a good CV now with the support of my teacher and research I did.  With this report I also understood more Kolb’s learning method. Basically, his way of people learning effectively is by doing the four stages of the learning cycle. Which is all about engaging, reflecting, gaining knowledge and trying out. With this report you do these four things. His theory of learning is that you must put things into practice because if you simply observe or read you will not have an effective learning. Presentations and team working are similar as for you to make presentations you need to be able to have a team so you can deliver the task properly. I am concluding this report by saying that I did not finding hard, with the help of my teacher and colleagues everything seemed easier.
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