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Introduction
In this report I’ve been asked to reflect on how this module (Academic and Employability skills) helped me improve my own employability skills.  I will be closely analysing 5 topics that I have learned or developed in the past two terms in this module and how they will help me in the near future.

Employability 
Employability Skills are the key abilities that involve the improvement of a person’s knowledge, expertise level and increase that person mindset. These key skills/qualifications are necessary in order to a specific job role (businessdictionary.com). Here is an example of a key skill that is needed for specific job roles. Communication skills for example, these sorts of skills are need as a car Salesman. This is because salesmen need to have good communication skills to persuade the customer to buy a vehicle. 
One of the main reasons why I have chosen to discuss about this topic is because everyone dreams about their prefect job role, but a few people actually gain it and if they had they have given a lot of time, a lot of effort in order to get the qualification and knowledge or work experience to actually get the job. For example, my dream job was and still is of becoming an actor. I wanted to become an actor since I was 14 years old. In my secondary school I’ve gained a very good grade in my GCSE Drama exams. I thought that I will become an actor in no time. But because is so hard that was just a little piece of the pie. I’ve released that after passing it. That is a long journey to become a professional actor. 
If one thing that I have learned from this module the past 2 terms is that you have to have the right skills knowledge, life style to gain that perfect job that you want.  By learning about employability in this module, I’m now aware that if I want my dream job, I need to work very hard in order to have all of the key skills and knowledge that I need to successfully get that job.

Time Management
Time management is the ability to plan and control how someone spends the hours in a day to effectively accomplish their goals (psychologytoday.com). Likewise, how they plan their close future.
Time management is and will only be a very important ability that a person should gain experience and develop this skill. By learning about time management in this module had me thinking a lot about my close past and how my timing was good and some were bad. For example, I and my partner had our baby boy in June 2017. Before our son, I and my partner did not think about the close future we didn’t care really we just worked and spent the money of cloths, expensive trips and spending a lot of our time partying with friends and relatives. Reflecting back to these memories bring me joy and sadness. Joy because I and my partner had a great time together and sadness because we could have done so much more with our time.
 For example, should have decided to study before having a child together.  This is because it would have giving me the chance of getting a better job role then working in construction industry. Likewise, at this moment as I am typing my son is asleep otherwise he would not let me work on my assignments. Therefore, my timing to decide to continue with my studying was wrong. However, I will not let one decision ruin the rest of my life. Therefore, I know that if I manage my time well enough to give the best out of me to pass this course. Likewise, I am not just hoping to manage my time accordingly to pass this course, I want to learn about it in this module so I can manage my time so I will be a good Father, Student and Employee.

SWOT Analysis 
SWOT means Strengths, Weakness, Opportunities, Threats that identity the internal and external factors about a place, person, company or product. This structure was created by ‘Albert Humphrey, who tested the approach in the 1960s and 1970s at the Stanford Research Institute’. 
SWOT Analysis was first introduced to my in this module in term 1. I’ve chose to discuss about this topic because it’s unique technique that can help me in the future. These because in the future, I want like to start my own business maybe in the contraction industry. As I am currently working in the contraction industry for the past 3 years I am continuously thinking about these for 4 key elements of SWOT Analysis.  This technique of gathering factors about me will give me the opportunity to see things more clearly and have a better understanding of the risks that I might face if I decide to open a business of my own in the construction industry.
In conclusion this is a key topic that I will reflect very much upon if I wish to open any kind of business or before applying for a new job. This it gives me the opportunity to see the true factors about myself to see if I will survive in the market or get accepted for a job.

Giving a PowerPoint presentation
There are a range of different parts in presenting a presentation successfully. Below are 9 parts that anyone who wishes to present a Power Point presentation should do in order to present it successfully.
1. Pre-talk preparation: present yourselves couple of minutes before the presentation stars, dress in formal clothing and also turn off your phones to avoid distraction.
2. Handouts: these should be used if necessary. Likewise, if used the audience will most likely read it very quickly therefore they will not pay a lot of attention to you. Ensure that you have 10% extra handouts just in case the volume of the audience will increase.   
3. Opening: in this part you have to attract your audience, in order to have their attention. Shortly state the purpose of the presentation and the theme. Ensure you are ready for this as improvising might jeopardize the presentation.
4. Speaking: Speak at your own pace; project your voice so that the audience can hear you; repeat important information to ensure that the audiences gain that information.  Likewise, stop speaking for couple of seconds after each slide to ensure that the audience has received the information correctly.
5. Body Language: ensure that you have eye contact with the audience throughout the presentation. Use your natural body gestures to make you more confident; however you must also use formal body language i.e. standing up straight not leaning etc. You must not at any point turn your back at the audience, to avoid this you should have short references notes to keep on track.
6. Questions:  do not take any question while talking unless is necessary; always allow yourselves couple minutes at the end of the presentation for the audience to have an opportunity to ask their questions.  If you unable to answer the questions from the audience politely say that you cannot answer it.
7. Length:  you must practice a lot, meaning you that will be more confident and finishing what you had to say. Taking into account that the audience might interrupt and ask questions. 
8. Behavior: you must act confident and energetic to create a positive atmosphere. You must also interact with the audience making them feel comfortable. Likewise, you must not make any directions such as making noises or audience movement.   
9. Conclusion:  this is at the end of your presentation where you should summaries the key information and content of the presentation. And to be prepared that the audience will ask questions.  (Splane, M.2006) 
 Due to coronavirus we had to adjust the environment to help us practise presenting a power point presentation for this module.  By this I mean we had to try presenting ourselves over our online classes and we could not attend the campus. In these short presentations we had to present three key achievements that we have gained. 
This was something new to me as I have never presented via video camera.  This module gives us the opportunity to try this out. This is why I chose to speak about this topic. Now going through this experience I will always reflect on with when I am asked to present via video camera. This is because I believe that I am good at presenting to an audience face to face, however, trying to present over the camera for my first time, the feedback I’ve received from my tutor and class mates was that I did not have good I contact. In my own opinion I believe that eye contact with the audience is one of the most important things that a presenter should do. This is because   making eye contact with the audience shows that you are confident with what you are presenting. Likewise, this will attract audience’s attention. Therefore, from now on, every time I will asked to present over the camera I will remember to ensure that I make contact with the camera/audience.  

Analytical Thinking 
According to The peak Performance Centre article named as ‘Analytical Thinking and Critical Thinking’ the term Analytical thing is “the mental processes of the breaking down complex information or comprehensive data into fundamental parts or basic principles”. From my own understanding this term means how your brain works to understand hard and difficult information.  Here are some examples that I will reflect upon to make it easier for me to remember this term.
· Data analysis
· Efficient problem solving (Troubleshooting)
· Creative thinking
· Budgeting
· Diagnostics
Analytical thinking is a term that was only introduced to me in this module while studying in term 2 of this course. I’ve chose this topic because it fascinated me how our brain carry’s a lot of information/data and how this thinking process happens so quick in our brains. Likewise, how this data is sorted in too small parts, in order to make our decisions to happen more easily.  
Therefore, I am hoping to reflect with this term Analytical thinking and to always remember that the information its sorted in our brains so when it goes to taking a decision, I will only have to think hard to find it in my own inner self because it will help me when I am under pressure.

Conclusion 
Reflecting the above topics made me realised that I have learned quite a lot for the past two terms of this course especially in this module. This module made me understand that I have a lot of potential in life and that everyone does. It’s just the matter of making sure you study to gain knowledge power (Employability Skills), you have to learn how to consume you time equally (Time management), you have to get to know yourself well (SWOT), you have to present yourself as an complement person that can face anything (Giving a PowerPoint presentation) and to ensure that you think a lot to ensure that you have understood the information before moving forward (Analytical Thinking). 
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