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Introduction 
In last year at the university of wales Trinity Saint David London, I have learnt about being employable in the work place. We have been taught by the lecturer about what skills we need and what skills we already have. At first, I did not understand as this was my first time learning this course, so this took a little while to grasp. As I continue the lesson I began to understand more about it, but there were times when I still struggled with certain areas of it. Getting more in depth in the learning, I found out that knowledge was the key skill that I needed to understand the structure of in the work place. The lecturer also asked us to write a reflective report on what we have learnt and what we have understood about the lessons over the past three weeks, and what areas we need to improve. We had to explain ourselves clearly about what we understand about the lesson, then write what we understand about it, because this would also help me with the exam that I am about to take. We read from our notes and also read from other sources, like books which the university recommend us to use. We were also given the privilege to use an online source that also help us with the work. We had to give references about the sources we have used to do the research. Reflecting back on what I have learnt has given me the opportunity to broaden my understanding of employability in the workplace. What I had gain, and the knowledge and the skills to use it in the work place

 During the course of the lessons, I began to understand a lot more about what was needed and required to succeed in the work place. It was an eye opener for me and it benefitted me when exam came around. Doing this course has changed my way of thinking about the work place, it has given me a different ways to go forward in the ever-changing work environment. This has also given me the drive and enthusiasm to open up my own business in the near future. Having the right tools to start is the key, then everything else will fall into place. As I grow, I believe that this course will help me improved my studies and will lead me to bigger and better things in the future.

Curriculum Vitae (CV) 
[bookmark: _GoBack]A CV is an important document which is need in ensuring as a prospective employee, you are able to showcase your skills to the employment sector in which you are trying to attract to view your profile. I have learnt a new way of writing a curriculum vitae (CV), as a result of one of the learning objective directed by the university in which I attend. This ensured I was able to be more clear and concise as well as efficient in the information shared to any prospective employers. Having the skills to write a CV has also enabled me to look more closely at my skill set as well as how to change how I give an impression to those viewing the information I would like to show.  It is considered a necessity in ensuring the prospective employer has a grasp of what your skills, knowledge as well as understanding of the job being applied for. For many, a c.v. is the most important document when looking for jobs in today’s workplace. According to Morgan  (2017) ‘a CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process’ (Morgan P. 2017:339). You must write your CV yourself because this says a lot about you. This gives the person that is reading it about five seconds to form an opinion about you, your interests, your capabilities and also identifies your skill set as well as what you are able to offer to the organisation viewing your CV. Your CV must represent you, it also impresses the employee when you are being interviewed to do the job that is required. Morgan (2017) highlights that ‘95% - 99% of companies use online application forms while only 18% graduate recruiters ask for CVs’ (Morgan 2017:340) This is due to companies being able to systematically use the application process to be more flexible as well as how the information can be retrieved that is relevant to what they are looking for. As a result, I have learnt the process as well as the relevance, it needs to have, your name and contact details are key information that needs to be factual. Your employment skills start in chronological order, with the most recent first, then the one before that and so on. This will show your commitment in different work environment and roles and responsibilities that were undertaken. This will then be followed by your education and qualifications that you have acquired over the years. You then add summary of the subjects and grades that you have taken and achieved to recognise if there are any relevance to the job you are applying for. Also sharing your hobbies might bring a world of experience to the workplace depending on the hobbies. Information on the CV needs to be clear and concise and any enquiries are dealt with truthfully and efficiently.  Finally, your CV should be easy to read. There are also instances where having a covering letter to accompany your CV will also aid in the reader getting an opportunity to view your information as highlighted by Morgan (2017) ‘as a letter which provides an employer with an introduction to an accompanying CV’ (Morgan 2017:339). 
 

Communication 
Is important as an individual we have a clear understanding of what communication is. There are three types of communication, these are verbal, nonverbal and visual. There are other ways that individuals can communicate as well such as the body language we use. Communication is the exchange of thoughts, information or ideas that results in mutual understanding between two or more people.  Cottrell (2015) explains how communication is key to ‘persuasiveness as I continue to get the skills that I need, I found out that having good communication skills plays and good communication skills’ (Cottrell 2015:155). There is further clarification around how to ensure we ‘create an open relaxed atmosphere’ (Cottrell 2015:155). It is a very important role in the work place and also in public places. We were also taught different strategies and ways we can adapt to communicate effectively with each other. We also reflect on how communication skills are foundational for individual, team and organizational success in any workplace (Kinnick and Parton 2005). When we did our presentation on Different Stages of Development, we were evaluated using oral communication and interpersonal skills which is an important criteria in the work environment today. Doing our presentation, we had to put all this into practise by doing our own research, sharing our ideas and in the end, coming together as a team to give the best presentation ever. Participating in this course has given me the drive and determination to be the very best I can be. Also, being a good communicator is one of the most important factors of being a manager, and that is where I am aspiring to be, after completing this course.

Time Management 
Managing time is an important skill and experience to have in today’s workplace. Being on time is essential, it sets a precedence for clients as well as establishing great success. According to Morgan (2017) time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension’ (Morgan 2017:52). When this is taken into consideration, you have people waiting for you depending on the job, for example solicitors, or if you are operating a small business, you are going to loose money because the customer will not be waiting around for you to open up the shop when they can go elsewhere.  Being on time and having your work up to date saves the company money and the team will work more efficiently to create a harmonious environment in the office. Everyone will know where they need to be and what job they should be doing at every point in the day.

Information Technology (IT) 
Information technology is a skill we develop with time and experience. We all need this skill in today’s workplace as well as within our everyday life.  IT is related to computing technology which would involve the internet software as well as people working with technology. Electronic devices that is used for almost everything in the work environment as well as our everyday life. I am using one type right now to do my assignment. You can collect data with it as in today’s world knowledge is increasing along with technology.  Even where we shop devices are replacing humans in a few of our very work place, in our schools, colleges, universities, underground stations and even our buses. Wherever we go, it is a skill I myself need to develop for today’s world.
  
In my research, I found out that an IT Programmers job gives you the skills in the computer world which also helps to develop your personal skill sets to enhance your over all knowledge. Personnel use of PC desktops is often used to demonstrate how Network Servers tie everything together, but it’s the programmers who create all the programs that PC’s and Network Servers use which shows an overall understanding of the skills. Without programmers, you’d have nothing but dumb metal box of wires that does nothing. Programmers create the programs that makes computer seem so smart. Without the programmers who created Microsoft Word, I would have no way of writing this article on my computer therefore IT has become a crucial part of our everyday lives.

Presentation 
In the last year we learnt that presentation is a way of communicating to others about a piece of work which gives information about certain area or topic of the business we are discussing. It gives you an outline on how to present the information in a practical as well as accessible method of communicating your understanding. According to Morgan (2017), presentation is ‘the oral delivery of information to achieve particular objectives’ (Morgan 2017:180). When you also look at ‘presentation’, it can also be a broadcast over the radio, on the television or by power point just to name a few. It is about the information that you get from what is ‘presented’ to those listening or watching, they are receiving the information.  Giving your audience the best presentation that you can deliver will create a positive workplace. 
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Description   
 As I gather my thoughts together and try to explain what has been happening, on this Academic and Employability Skills course I have so much to be thankful for. In this second term as I began to grasp the lesson, once again I believe I have come this far to earn and made progress in this course.  I also believe for myself that growth is one of the key ingredients in order for me to succeed. Now I have to put into reality what I have learnt, I have to now write a piece of reflective writing to show what I have learnt and, what I understand about the course in general. I believe I have gained and made improvement through all areas. The work was a little harder, even though it was the same subject, it was structured a bit differently by the tutor but I managed to get pass it. With hard work, pulling my weight, I believe I have done it with the help of my Tutor.  


Feelings: When I first heard about this course I was nervous but excited at the same time, because it was a challenge for me. This was my first time ever doing a business course like this; certification in skills education for the work place. It has also given me the ability to become an entrepreneur for myself. 

Evaluation In this course, the tutor looked at my work and gave an honest evaluation of it. As the tutor read it, he began to give me some positive feedback from certain parts of the work for example, where I can improve and what I can do to improve it. This allowed me to read over my work and make the necessary corrections and improvement in order to make my work clear and concise. 

Conclusion: working with different people in my tutor group was very rewarding because we share ideas with each other and come up with our own ideas as well. Having the lecturer on hand when I needed help has given me the drive and determination to succeed.                          

Action: After completing this course, I am hoping to pass and then go on to open my own business. With hard work and determination, I know I will succeed. I also wish to take as much knowledge and understanding with me, wherever I go.
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