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Write an appropriately structured academic report where you reflect on your learning in this module. Mention 4-5 topics from either of the two terms and reflect how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. Explain a recognised model of reflection and apply it to each topic. Also, analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities. 
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1. INTRODUCTION


Studying at the university of wales trinity saint David London was a lot different than I thought, as we all started the term by doing online classes instead of face to face learning in campuses due to the on going coronavirus pandemic. But this pandemic didn’t stop me from achieving the goal, and learning my module and my passion to succeed in life by finishing this course. 
It was a lot frustrating and stressing both mentally and emotionally to pass this stage but the struggle was going to end thanks to my amazing and hard working lecturer who helped me in every moment when I felt that I couldn’t do this, I never thought to finish the term as in my opinion online classes is not as effective as face to face learning but here I am finishing my module at the end of the term. 
By the time I finished the term, I learnt and explored a lot of topics but I am going to talk about 4 different topics which I found quite a lot fascinating and helpful which I am going to use in the near future. In the next few lines I’m going describe and explain why it is so helpful this 4 topics:


2. EMPLOYABILITY

When I first thought of employability it always came in my mind that it was when someone got hired in a new job but little I know that it was wrong and it was way more than that. Employability is a concept that may be used in various ways and with different definitions and appears to include a range of meanings of usage, varying from an institution's graduation job rates to a particular graduate's characteristics. Therefore, employability is not only about having a job, it is about a larger range of skills and characteristics that will help a graduate to excel in their working life (Harvey L, 2021).

Employability is not something that can be disregarded quickly. From an early point, dreaming about our employability is likely to improve the likelihood that we can excel in our chosen profession.
I can see that everyday when I’m at work as I was employed to do the job of a waiter in a pub, I need to have some specific type of skills to maintain my position and do my job properly  in order to keep my job steady without having to deal with some problem in the middle of the shift as before getting hired I got the training from my supervisor. 








3. TIME MANAGEMENT

As I grew older and started to think about the future I learned that one of the most important thing in our life is time. If we have time in our hand we can achieve great things but without time even a simple job is very hard to do it. Therefore when I started to get serious in life I learned that I need to use my time wisely instead of wasting it, because once it’s gone it will never come back. So to have a balance life with job, family, friends and education I needed to have a good time management to give time to everyone without wasting it. 

Time is an irreplaceable resource. It is more valuable than cash, especially in the fast-paced, overly competitive business world of today. We can earn more money, but we can't get more time. The method of arranging and coordinating how to split our time between specific tasks is time management. Effective time management helps people to work smarter, not harder, meaning that, even though time is short and stresses are high, we get things done in less time. Failure to control our time is hurting our productivity and creating tension.

With less commitment and more efficient tactics, enhancing our time management at work helps us to increase our efficiency and meet our desired goals. Failing to handle time or poor time management can lead us to:    


· Deadlines and appointments postponed 
· Procrastination and loss of emphasis 
· Missing professionalism 
· Inefficient workflow and poor quality of job 
· Unwanted burden 
· Bad technical notoriety 
· Strained partnerships with the workforce 
· Penalties on finances 
· Work and life imbalance (Proofhub.com, 2021).

At the end of the day we all have a little bit of time management even if we don’t realize it because without it we wouldn’t do anything throughout the day. As we get matured enough and have a lot of responsibilities in our shoulder we just keep getting better maintaining our time therefore we get to live a balance life. Same goes with me as now I know the value of time I spent it wisely and with care as my normal routine of a day consist of family, studies, job, friends and the rest of the time I have I spent it by relaxing a little and by thinking about the future.




4. CV WRITING


When it comes to CV I never got the chance to use one for any kind of job, as I got here in London I was lucky enough to find a job which didn’t asked me for a CV as they wanted to recruit someone without any experience at all because they were going to train me from the start the only thing that I needed was a good communication skill in which I was already good at. 
But I saw a lot of my friends and other people do a CV in search for a good job. I was lucky enough that once I started studying for the university thanks to my lecturer and the module I made one for myself for the near future. At first I thought it was going to be a lot difficult but as I started doing it I felt a lot comfortable and relaxed when I finished it.

A CV is usually a formal description of our talents, qualifications, and job experience also known as a Curriculum Vitae, or résumé.  
They can be used for a number of purposes, but the most important of these is to send to perspective employers when looking for a new job.
During the initial application stage for a position, we would usually be asked to apply our CV, often in combination with a cover letter or application form. 

In order to see whether we are a suitable candidate, an employer will then be able to judge us in accordance with their actual specifications and business requirements. 
If we are, we will usually be invited to an interview, whether it's on the phone, face-to-face, or in a video format. We  will then be given the position if that goes well.
There is not an official structure for a CV but a few essential things we should cover in our CV are:

· Personal data of ours (e.g. name, address, phone number)
· A private declaration (a simple personal description of who we are and what we are looking for)
· Relevant primary abilities
· Job experience (listed with the most recent coming first in reverse chronological order)
· Education and qualifications (listed in reverse chronological order)
· Interests and hobbies (if we think this might help us get the job)
· The References (often available on request) (What is a CV? | reed.co.uk, 2021)

The CV is something we are going to use at least once in a lifetime and thanks to my lecturer I have mine ready to use. I am a lot happy about my CV as I wrote everything that an employer needs to understand in me and the type of person I am either inside and outside of the workplace.




5. COVER LETTER

If we have a CV then we must have a cover letter as well, because a CV without a cover letter it would be not appropriate and professional from us to do this. 

A cover letter is a text included with our CV that we send (traditionally as the front cover) 
However, it differs from a CV in that it is clearly designed with the work we are applying for in mind, instead of just a written summary of our qualifications and expertise, encouraging us to illustrate those areas that we think will make us perfect for the position.

To put it plainly, the simplest and most powerful way to stand out from the crowd is with our cover letter. 
When we apply for a position, it adds something extra to the table. The interviewer can learn more about us, our attitude, what we truly expect from the job and gain insight into why we are applying. 
And our cover letter is the best way to expand on our successes, since our CV is meant to be brief and sweet.
Although cover letters are much less restrictive than CVs, there are still some  things we should aim to include:

· Personal data of ours (e.g. name, address, phone number)
· Name of the recruiting officer (if we have it)
· Where the vacancy was found.
· Why we are suitable for the work.
· What we can give and do for the organisation.
· Statements Closing (including thanking the recruiter for their time) (What is a cover letter? | reed.co.uk, 2021)

The importance of the cover letter is as same as the CV when in the near future I’ll apply for a job with my CV I’m going to present them a good, simple and formal cover letter with it. Because most of the time if we can get the attention from the cover letter we are most probably going to get that job interview.


6. CONCLUSION

By reflecting on the module I’ve achieved a lot of knowledge and skills that I didn’t knew I could ever do. But above in the few lines I have explained the 4 topic that I think I am going to use the most in the near future which are quite very important for me and I find it very fascinating. I never thought that time management and employability were going to impact my life so much and using it, its quite common than I thought. For CV and cover letter its like something as a gift the more you have qualification and experience the more big and good looking CV I’ll have. It is very simple and feels very good to think that I’ve and I’ll achieved this things in a more good way as the time passes.
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