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Introduction

Into this assignment I will report upon the in class exercises we had and how did this specific module help me improve since the beginning of the academic year. 

To begin with at the start of the first term I had a small understanding about the objective of this module, I did not know how much it will help me progress upon improving my academic and employability skills. 

However, after a few weeks passed and I started to have a good understanding upon the module improving my academic and employability skills. Now I understood the process you go through when applying for a job and how to properly complete this task in order to ensure as much as possible that you will get the job. 

Academic writing helped me understand how to properly communicate with other individuals especially when having to be formal in your writing style while employability skills helped me grasp a better understanding about the process of getting employed and what is the proper way of applying for a job. 


How to apply for a job

In order to apply for a specific role at a company you will have to send your details to the employer, usually there are websites where employers post adds with jobs available or agencies can send your details to different employers in order to get you a job.

The first task you will have to complete is to formally write a CV describing yourself and past experiences. You cannot exaggerate with details in this document, but in the same time you have to make sure that there is enough information about yourself for the employer. He will see you exactly by the words you use in your CV, because of this reason making mistakes in your CV may conclude in you not getting employed. 

The next step will be to build a cover letter where you tell the employer in a few sentences reasons for employing you. You have to tell him how will, you impact this company and show proof of past experiences that support the fact that you are fit for the job. 

Showing high level of academic writing and good communication skills into your CV will help to get the job. Always, on your cover letter tell the employer that you are available for an interview as this will speed up the process. Companies invest into their employees so show them the reason to invest in you. 

Time Management Skills

Knowing how to properly manage your time, especially when having a higher job role with more responsibilities will help you go throughout daily tasks showing confidence and good punctuality. Employers do not like candidates that tend to be late as this will impact negatively on the results of the company after a while. 

Constantly being late means that you are not able to manage your daily tasks and employers will give you a warning when this happens and the next time they will fire you and for good reasons, you should not be a negative impact upon the outcome of products. 

Also, in different groups and companies knowing how to manage time and especially how to wait for the right moment in order to complete a specific task can be crucial in some cases. For example, investors need to know when to invest their money in order to get profit, if they invest at the wrong moment there will be losses. 
Showing a good grasp of this skill will help convincing employers to give you a contract, so try not to be late. 


Critical Decisions 

This specific set of skill will help you know what to do in situation where you are working under pressure and might have to lead others in the same time to reach a specific goal. 

For any business there will be potential risks, any investment or task might turn into a failure, but these should be predicted before happening and stopped. In situations like this, people who have improved this set of skill will know how to deal in order to avoid damage or keep it as low as possible. 

Giving your employer a good understanding that you are used to work under pressure in different scenarios showing proof with past experiences and this will help you get the job. A member who can predict a negative impact and makes sure that it will not happen it’s a member of the organization who might have just saved the business by avoiding collateral spending’s or damage. 


It is essential to know how to analyze potential future risks and as fast as possible think about a solution to avoid any risks. In cases where time represents a problem, quick thinking will help you overcome any matters. 

Communication Skills

When working in a group with various colleagues you will need to communicate with each other in order to start working to complete a specific task. The entire process of completing the task will depend on how good   communication level is between group individuals. 

Having a good grasp of the language and knowing how to formally communicate with your colleagues is essential in order to get a job role. Without this key skills employer will not give you a contract. 

Speaking in public might be sometimes terrifying for some, while for others is really easy and normal. Practicing and learning with your colleagues might help you on the future, for example being the leader of a team and having the responsibility of presenting meetings will turn quite hard if you have not practiced.

Knowing how to control an audience while presenting upon a specific topic is not easy at all, this skill requires a lot of practice in order to improve. 

During lessons we have worked and practice upon how to properly present in front of an audience. 
From every point of view, you have to be prepared, properly know the topic you present, dress properly and formally, use a comfortable tone but make sure that everyone can hear you. 

Through communication people see from different perspectives and are able to share ideas and build together increasing the potential result. 
The process of making ideas and coming with new things to improve efficiency is based on your level of creativity. Depending on how unique your work will be this will define your originality. 

Work upon your time management and make sure that your presentation will take the exact amount of time you practiced. Towards the end of the presentation allow time for individuals to ask question, here is where you help clear out details and give a good understanding. 


Reflective Writing 

This term refers to the process of looking back at actions in order to analyze and improve. This process will later on become the stage of reflective thinking, where we think about past actions and try to learn from them. 

This essay is reflective writing upon the subject of this module during this term. Weeks after practicing this I have started to have a really good understanding and it helped me improve my skills later on as I was able to reflect upon my past actions. 

Analyzing the good and bad facts about a specific subject will help you get a much better understanding about your job role and what improvements can you bring. You get the ideas and build a reflective report upon the, this way others can learn from your experience. There is no point of just going throughout the daily activities and not think reflectively upon them, you will not be able to learn and improve your skills. 

In time I have been able to grasp more information about this subject and with the help of reflective thinking I was able to memorize and learn from my lessons. Without doing this I would have remembered about 20% of the lesson and the rest would have been forgotten in time. We have different theories that explain this process, for example we have Gibb’s Reflective Cycle (1988) where he explains the process we go through. 


[image: Graham Gibbs Reflective Cycle Model 1988]





Critical and Analytical Thinking

· Critical thinking refers to the process of taking a concept, analyzing it to get all the information needed out and applying the filtered information.
· Without going through this process, you would not be able to understand properly the information that’s around you, while doing this you use several skills that in time improve by getting more practice, consistency, precision and relevance.  
· Analytical thinking is the process where you take different parts from a specific subject and analyze it to grasp a better understanding. 
· This will help you with your time management, being able to break down parts and analyze them much deeper will get you more time and more detailed relevant information. 
· Try to keep your brain focused and on point, improving this skill is not easy as you have to constantly practice, but in time you will be able to sort out information needed from texts much faster. 




Conclusion

For conclusion, I will say how this module has helped me since the beginning.

My skills have improved by a lot, not just that now I know how to properly apply for jobs and how to formally address myself into an academic writing, I also know how to behave in a team and how to properly communicate with my colleagued to get the best results from our work. 

For me being able to address myself in public is a huge step, before this course besides the fact that I would feel shy because of my accent I would never have the proper mind set to speck in front of an audience. This module has helped to get over this step and now I can happily say that I can speak in fron of any audience if I prepared myself onto that specific subject before. 

I am very happy for finishing this course and I would recommend it for any of my friends as it is a really good way of improving your academic and employability skills. 
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