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1. Summary (Abstract)

A reflective report in which I will be the subject fore the only purpose of graduations. In the this report I will try to cover the main points I struggled with and at the end the outcome of this course and the use of it in daily life (work and personal). 

2. Introduction

My name is Andrei Nistor and the following is my reflective report from this module (Academic and Employability Skills). I will go with you throw my learnings and my achievements during this course.

3. Methods

a. Academic Writing

Academic writing is a skill I recently understand. When I first started studying wasn’t sure what it means but then I understand it’s something crucial to know it in order to get your academic goals. According to (USCLibraries, 2019), academic writing is a style of using the correct words to define boundaries of a discipline or area of expertise. 
By academic writing I now understand much more. The thought goes straight to referencing, paraphrasing and summarising. In the first term we study all this but only now I can see it very clear. And it’s not just that it refers to correct spelling of the words, using the correct order of the word in phrase and in my opinion is the way to write.  Clear word and short sentences. 

b. Presentation skills

To have Presentation skills its most important to have good communication skills
I remember my first two weeks at collage I was shy, very quiet and I was getting nervous every time I was ask something. I can say I don’t recognise myself now. I leaned back in the first term the barriers that can come when you are communicating with someone. Having them in mind I manage to overcome the emotions and now I remember some lecturers keep telling me to be stop talking. It makes me laugh when I think over it. 
‘’ Facing it, always facing it, that’s the way to get through. Face it. ‘’ (Conrad, 2018)
That’s how I manage to face my barriers and open them. 
With presentations, I would say it for the best to use Gibbs’ Reflective Cycle: 
[image: ]
Source: Google

Practicing is the best way of leaning (Mindtools, 2018). Going through this cycle before every presentation will guarantee a better understanding about the presentation itself and at the end will make you feel comfortable in front of your audience.
Gibs reflective cycle supports you to think about all the steps of an experience or activity you had and it is encouraging you to use all that information to build your best self. Think about the past and how you can use it to make the present or future easier.

c. CV Writing

What is a CV?? This is the question that went through my head when I first read it. But no that is not true. I said I know what one is and I can easily do one with no problem. Indeed, I could, but it wasn’t the correct way of doing it. Yes I knew the information to put in it but not the correct order. So thinking to the past I realise why from 5 places where I send my CV, I never receive a reply.  Now I can proudly say I can make a perfect CV.
A CV is a Certificate use to show an employer that your experience, your skills and your qualifications makes you the perfect candidate for their available position or for a chance to advance in a selection process (Morgan, 2017). 
d. Cover Letter

Cover letter is a professional letter used for a introduction when it comes with a CV (Morgan, 2017).
Until recently I didn’t know what is a cover letter purpose. I was asked many times to make one and to send it together with my CV, but I didn’t know what I was supposed to write in it. If you ask me now, I can tell you the importance of a cover letter and the correct way to build one. I just learned that during this amazing course called: Academic and Employability skills. With the dynamic environment in the class room and with the in class exercises I fully understand why a cover letter is important and how to build a correct one in other to get the readers attention. 

e. Reflective Thinking and writing

Reflection can be called an academic word, and its defined by something that comes back at you. Reflective thinking is almost the same thing. When you say reflective writing you think about the past and the present. Reflective Thinking implies ‘’ consideration of the larger context, the meaning, and the implications of an experience or action. ‘’ (Lumenwaymaker, 2002). 
When talking about reflection There are a few names that we can’t ignore. Names like Gibbs, Kolb, Driscoll, Schon or Dewey hade a huge contribution to reflective thinking and writhing. They all come with theories that help you to understand the meaning of reflective writing and the purpose of it. 
In other words reflection is like keeping diaries and use them to track your progress or to see how much you evolve. It is the best way to auto-assessed your skills and see what you need to focus more in order to gain or to reach the desired level of expertise or job. Its of the use to improve yourself and make yourself the best ‘’ you ‘’ that you can be. I never heard about Reflective Thinking until now with this course. Now I’m starting to realise that there are many thinks that I don’t that can affect my career or my academic progress. 




f. Analytical and critical thinking 

Analytical thinking is an important component of visual thinking that helps one to solve problems effective and quick. (IQDOODLE, 2019) Analytical Thinking involves gathering the relevant information’s and finding problems related to the information.
In other word Analytical means taking the problem and start dissecting it until you find the reasons of the problem. Of course, in order to do that you need critical thinking. After finding the problem you need to deal with it and sort it out. 
For my desire job being a Manager, it is one of the most important skills. I see at work my managers some time struggling to solve problems when the solving is wright in front of them. I once find my manager upset and I asked her what is wrong. She explained to me what she wad dealing with, but not with details. I obviously asked for more details and she said she can’t tell me. After a few jokes and a bit of a laughs she started telling me the reason she was upset. Then I started to analyse what she was saying and at the same make her understand my point of view over those thinks. I can proudly say that in a couple of minutes we found the source of the problem and starting to think about ways of solving it.
I am happy to say that from that moment our relationship changed and now we are no longer just manager and employee, we are friends.  And with that the environment of our department changed and now it is a more friendly place that it was before. 
In conclusion to all that analytical skills are something everyone should have and use in their day to day life. Finding the source of the problem, makes it easier to solve it in anyway it may occur. So I encourage everyone to start thinking and find solutions instead of making more problem.

4. Conclusion 

When I first started the collage, I did it just for a Diploma. I didn’t need to know anything extra; I just wanted the ‘’ Qualification ‘’ to say it like that. I was arrogant and though I know it all. Always correcting others but I never knew how to accept a feedback either good or bad. Never listening to others opinions, never paying attention to details and never learn from mistakes. That was me at the beginning of this wonderful journey named Collage. Now looking back I realise I couldn’t be more wrong. 
Coming to collage and learning new things every day, opened my mind and I started to realise that I don’t know anything. I can say it was a big chad between what I know and what I need to know in order to achieve my career goals. Learning to proper write and speak had a huge impact over my personal development. I am now able to make a proper essay or assignment and prepare myself for a presentation. I was nervous when I needed to speak in front of other people, I still am, but I learned that facing your fears is the best way to pas them. Practicing and speaking with colleagues help me gain the trust in myself that I didn’t had. I can now follow my dreams and, even if I’m not 100 % ready, I know how to chaise the desired job. A good CV and Cover Letter is the first step towards the desired job. Of course this is not everything. After a good CV and Cover Letter comes a job interview, witch is the most important part. You need to convince the interviewer that you are the person they are looking for. To do that you need a good communication skill, and by that I don’t mean just speaking. Body language is very important as well. I know I need to make sure my body language says exactly what my words are saying. 
With this course I gain some new and very useful skill such as reflective and analytical thinking. I am proud to say that these two new skills will help in future, not only in working environment but in day to day life as well. Dissecting problems and start to solve them as they appear is the best way of facing any obstacles that life might put in front of you. 
All that said I am aware that I am capable of more and I will do my best to finish all the studies that I want before going for my dream job. I want to be fully prepared when that time comes. I still got much more to learn and as Aristotle says : ‘’The more you know, the more you realise you don’t know’’ . 
I think my journey just started.
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