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[bookmark: _Toc29071525]Introduction
With the quick advancement of society, rivalries between organizations are going high. Today, employers do not want only the degree holders rather they are giving more consideration to employees with employability skills. To compete with the other companies, employees are looking for fresh graduates who have an energetic and creative mind along with multiple skills to cope up with different competitive situation (Hind and Moss, 2011). In this reflective report, I tried to identify the skills which I have developed gradually such as communication skills, CV and cover letter writing skills, presentation skills and analytical and critical thinking skills (Trought, 2017). I have also included what I have experienced before and what I experience in this current time after developing these skills.

[bookmark: _Toc29071526]Discussion 
[bookmark: _Toc29071527]Communication Skills
I have learned three major types of communications such as Verbal Communication, Nonverbal Communication and Written Communication (Baack, 2012). To apply these styles of communication, I have also learned communication skills like:
1. Listening: Our course tutor taught us to listen to others first because listening is the first step to good communication. Listening is not simply hearing something. The thought the speaker gives must be precisely gotten and deciphered to reply and to communicate effectively (Katz and Koppelman Sweedler, 2011). So I try to listen first very carefully.
2. Reflection: I also have learned that only listening makes a conversation boring. Nodding and responding with positive and negative thoughts makes a conversation more interactive (Krames, 2013). I also learned that replying in the middle of the conversation makes the speaker feel that he is being given priority and he tries to endeavour more. 
3. Ingenuity and Amity: I learned that a neighbourly tone and a general airplay an outsize roll in making communication more effective. Speakers feel comfortable to express their feelings in a friendly environment (Park, 2017). This skill is also helpful in other situations to make people perform any task.
4. Brevity & Clarity: I have also learned that a precise and clear message is more effective in business communication. Corporate heads are busy in their daily life. They spend a little time reading messages. So I need to make my message concise and it should not contain any ambiguity. A clear tone attracts others a lot.
5. Body Language: In a business environment, body language expresses a lot. I learned how to smile, shake hands, roll eyes, hand gestures in front of any client. Clients feel comfortable with a positive body language (Craft, 2013). On the other hand, a dissatisfying body language can be the cause of termination of any agreement. I also try this knowledge in my nearly working colleagues to get my work done. Because they give a positive reaction and help to perform my job. 
[bookmark: _Toc29071528]Analytical and Critical Thinking Skills:
1. Thinking Critically: I came to know that the first task is to identify any problem in a given situation. For this reason, I take my time to understand whether it is a problem or a prospect. If I find any problematic sign, I try to collect data and start analyzing and try to find the cause behind it.
2. Research: Another skill is to do research which is required to perform analytical and critical thinking effectively in a different situation (McMillan and Weyers, 2013). Our course teacher taught us some techniques to make proper research asking some questions regarding Who? What? Where? When? Why? And How? A proper analysis of any case depends on proper research. It will be helpful for me to perform any research activities in the future.
3. Data and Information Analysis: Except the employability skills I learned data and information analysis techniques such as statistical and mathematical analysis such as Z test, T-test, forecasting analysis, permutation, combination and so on that help to analyze different types of data to make a decision (Render and Stair, 2012).
4. Communication: Doing research and data analysis activities requires suggestion and communication (Krames, 2013). I have talked about communication skills earlier that I have developed. Identifying and developing solution, communication is a must. The critical analysis must be approved by the corporate head. This requires communication and effective communication makes it successful.
5. Problem Solving: Analyzing the data I try to come over a decision. I learned to organize all the actual and potential results to back up any circumstances. If a task can solve the current problem, it is ok. If it did not so, backup plans are ready to solve the problems.
[bookmark: _Toc29071529]Presentation Skills:
1. Practice: There is a proverb that practice makes a man perfect (Atwood, 2017). Our course tutor taught us to practice our presentation again and again. I have come to know that some employees stay at the office late to practice for the next day presentation. Even some chief executives also take a brief rehearse his topic. 
2. Nervousness into Placidity: It was a little bit taught for me to accept the task to make my nervousness into peace. It was quite difficult to control emotions to speak in front of a lot of people. But I tried and gradually overcame this difficulty. I generally thought about my mother, my homeland, my family and all the happy moments I have ever experienced. It works to make my mind fresh and stand pessimistically and confidently in front of a large number of people. Now I feel the confidence that I can speak in front of any number of people, however, it is an ocean of people.
3. Attending another presentation: I attended presentations of others. Because the visual experience sees the mistakes and tactics of others. Watching these, I can develop myself according to my needs. I can add something new and eradicate my mistakes what I usually did. In the academic presentation, students perform a group presentation. I attended their presentation to understand the environment and the mood of the audience. Understanding these things I could apply an adaptive strategy to refresh the audiences' mind. The result is that the audience started to like my presentation. 
4. Early Bird & Adjusting Environment: Arriving early in the presentation site positively helped me to adjust the environment so that I can prepare my strategies according to the requisites. Again, early arriving at the presentation site makes me more comfortable before the commencement of the presentation. Having extra time in hand makes me relaxed and confident and helps me to examine my surroundings. 
5. Deep Breathing & Smile: A doctor says that our muscles get tightened when we are nervous. So we should take a deep breath to get oxygen to our brain and it makes our body relax. Our course tutor also told us to keep a smile on our face. I feel the benefit of speaking confidently in front of the audience. I learned to make pause frequently during the presentation so that the breath does not get so high on the throat. If so, nervousness goes high. For this reason, deep breathing and smile assist the task of presentation.
[bookmark: _Toc29071530]CV Writing and Cover Letter Skills:
1. Understanding Job Description: Understanding Job Description is very critical (Wilson, 2012). Before writing a CV, I carefully try to understand the job descriptions. Our course tutor said that most of the people are rejected due to not understanding the job description. I also have an experience where I applied for a part-time job and I did not read the job description and sent a CV. One of the prerequisites was to maintain daily books and I was unable to do book-keeping. I was asked about it in the interview board and I was stuck. Afterwards, I learned about it also in employability skills.
2. Include and Prove Key Skills Separately: In this competitive age of business, employers want people with employability skills (Baharun, 2012). Employers seek those skills in the CV. If those skills are shown separately it becomes easier for those employers to look at. For this reason, I think that a separate section for skills will be helpful. But those skills must be realistic. I add my past experiences relevant to those skills in a brief sentence.
3. Precise and Relevant: I learned that I must not write any irrelevant information unnecessarily. Doing so, it will lose its standards in the recruiters’ eyes. I developed a strategy to include only the most relevant strategies with the job description. I may have different skills but all of them are not required for the job. Only the required skills must be added with the CV. So, the recruiter will get all the necessary information required for the position and the chances for the job will be increased (Jensen, 2013). But I try to make the CV within 2 pages of A4 size paper.
4. Going beyond the resume: I thought CV and Cover Letters are the same. It is different from a resume or a CV. Most people do the mistake of making a summary of his resume. But I learned that CV contains only the relevant and required skills and information according to the job description and a cover letter contains detailed lifetime activities, achievements and experiences that can enhance the image of the employee to cover the CV. So a Cover Letter contains more than in a CV. All the achievements and voluntary activities and experiences are included here (Bal, 2013). I will add my co-curricular activities and case competition experiences in my cover letter.
5. Keeping CV and Cover Letter Updated: All skills will go in vain if we do not keep our CV and Cover letter up to date. I learned that an updated CV and Cover Letters attract the recruiter promptly. Keeping CV updated will help me to be prepared always to capture any offer. I also learned that an old CV damages the chances of getting the job immediately. Our course tutor said that an updated CV means that the personnel are up to date with the current technology and instruments. Updated CV creates a good image of the recruiters' minds (Hime, 2013). I have experienced such a situation that I got offers merely when I was at colleges but gradually I started voluntary activities and added those experiences in the CV and started getting job offerings more frequently than the past.


[bookmark: _Toc29071531]Conclusion
There is no suspicion that who has a good degree will start with a good pace in the corporate world. But only a decent degree cannot assist a fresh graduate to a long way (Wilson, 2012). However, the advantage is if a candidate has employability skills can hope for a potential future. The reason behind it is a skilled graduate can enhance his experience more frequently where only a degree holder cannot think beyond bookish knowledge (Jensen, 2013). Competing with rival companies is not an easy task. So, I feel that these skills will help me to meet my position in the future.
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