


CONTENTS



Introduction……………………………………………………………. 2
CV……………………………………………………………………… 3
Cover Letter…………………………………………………………… 4
Paraphrasing………………………………………………………….. 5
Presentation…………………………………………………………... 6
Public Speaking………………………………………………………. 7
Conclusion…………………………………………………………….. 8 
References……………………………………………………………. 9 
Appendix 1 Cover Letter…………………………………………….. 10
Appendix 2 CV………………………………………………………... 11
Appendix 3 Paraphrasing……………………………………………. 12






















Introduction





The report I am writing today is a reflective look at what I have learned over the last two terms studying Academic and Employability Skills at University of Wales Trinity Saint David. The report will have a breakdown of what I felt as we went along through this term. The topics I will be writing about is CV, Cover Letter, Paraphrasing, Presentation, Public Speaking.
The report will not show you how deeply I felt with having to reveal a lot of some deep personal life story, but I hope that even without that you will learn to understand me better and see the potential in me. 
These topics are just to name a few some that you will need at some point to in your life whether be it at university or in the workplace that can make you go far and achieve the results you're looking for in life. 



 



















Curriculum Vitae



CV has never been something I need to think about when it came to employment, so when we started the class that day and talked about writing a CV I felt a bit Embarrassed as the last time I wrote one was over 20 years ago when I was in year 10 and had to write a CV.
The class itself was the most interesting as it was for me very boring but not in a bad way, I never had to think about it as all of my jobs was always though people I knew who could help you to get the job, was it the most fairest way to get the job, no it was not and you did not learn how to handle rejection.

As I sat in the class taking notes and watching the video on Moodle from (Standout CV, 2020) I found out that some of the tips is to make sure you keep the font size and style simple and that for a really good CV 2 pages is the most to write and to use bold for the headings as it makes your work standout all the better, I have Included my CV please take the time to have a look under appendix 2.
We got to get feedback for other members of our class and take in to consideration and take notes of their advice and make changes to the CV, For example I was told that's I don't need to use full sentences in my CV and to take away the bullet points. 

For me I think the hardest part is trying to find what to put into the CV and what would a employer be looking out for and if I have the skills and tools to do it, well you know I can to learn is that it does not matter as we cannot be great at everything and get every job and it is the knock downs that help you get up just that bit harder to show all them who thought could put you down that you can learn and do better next time.    













Cover Letter




Cover Letter is not my best subject for one very important reason and that is that I am not the best when it comes to putting what I  want to say down on paper as my Educational skills is not at its best, knowing what you want to say to an employer with out over talking can be very hard for me as I am one of the people who not only in writing but also verbally can talk a lot and take the long way round to get to what I want to say.

Initially, I had to think hard about how I wanted to best write my Cover Letter which you can see in Appendix 1, I left the highlighted parts to show you where the changes were needed to improve the cover letter, however again I was very shocked and happy with what Ms Hoffmann had to say “I should be more proud of my achievements”

What I found helped me a great deal was what the video of “How to Write a Perfect COVER LETTER in Six Steps, which was a fantastic watch and really did help me to write my Cover Letter. I was surprised by how much I enjoyed watching the video and what I learned from it this is a video on YouTube that I will save and continue to watch and take notes for future reference when it comes to applying for a new job and having to write a cover letter I would highly recommend this video for anybody to watch   

















Paraphrasing





Paraphrasing is a topic we studied last term with our last lecturer and even though Anita did a fabulous job in teaching us however I still find it a topic that I should always find the time to do a refresher course as it is one of my weakness topic. Even with all the tools available to help, I think the way to be good at it is to have some confidence in your work and yourself.      
Kimmerly-Smith(scribendi.com,2020) quoted “simply taking another writer's ideas and rephrasing them as one's own can be considered plagiarism as well.” This quote was from another article on plagiarism (scribendi.com,2020).
This I feel is a perfect quote as it expresses how I feel when it comes to paraphrasing as I feel this big pressure to make sure that there are no mistakes in my work and that I use in-text citation the right way.

Before starting this course paraphrasing and plagiarism was never something that I took the time to think about in my life, of course that is no longer the case but it is still something I am not confident in achieving 100%, as you can see in appendix 3 it is something I felt I needed to improve in.
Paraphrasing is not a topic that is taken lightly at any university but the way I would look at it is to say why would anyone lie about where they got their work from. This however is not the case, I will continue to try to improve as it will help me achieve the grades I work very hard for, even with all my disabilities physically, mentally and emotionally I have always try to not let them hold me back and I fight to push past them, 
I feel UWTSD is the perfect place to do it as they have given me the first step by opening their doors and I as a person have grown and learned so much even on a topic that I do not like but I will never forget it.   














Presentation





As part of the preparation for the public speaking class exercise, we looked at the best ways to give a great presentation, first we looked at who we thought was some of the best people around the world who had the confidence to give a great presentation and who also with all the help from their team still failed.
Barack Obama, Donald Trump, Will Smith, Denzel Washington, Boris Johnson and Greta Thunberg be just to name a few who as a class agreed are some very memorable speakers but not Necessarily for good.

This was by far my most favourite lesson of the time as the videos we watched where very powerful and had given me the strength to get ready for the following week and do our own public speaking.
I have to say I did not agree with some in the class who thought that Donald Trump has a good presentation and speaking skill, I found him to very narrow minded and it showed in the way he spoke, the way he walks around the stage and that is not what anyone should portray other people when it comes to giving a presentation.   
I was not shocked that Denzel Washington is a great person who knows how to present he work in a way that makes you want to come back and here more of what he has to say.  
It was one of them classes that you can take so much with you in life and not only incorporates it at University to achieve better grades but also in the workforce to allow you to climb the corporate ladder. 



















Public Speaking




Public Speaking from time to time whether you are in front of your family, making a presentation to a large audience or even talking to your work colleagues will be necessary at some point in your life (Mindtools,2020)
After working in class the best way to give a good presentation though public speaking, we spoke on what is the three things we have achieved in life to which we are very proud of and to express it in our virtual online class.

When I first thought about it, I had to think about what is the three things I have achieved in my life to say yes I am very proud of this and it was one of the hardest assignment not only this term but in both terms, on the day of the class I was still debating with myself whether I should speak or whether to keep quiet and as I sit here and write this report I am taken back to that moment, the feeling of dread in the pit of my stomach, my eyes filling up with tears and that urge to just curl up into a ball and hides away from the world. However even with all these emotions flowing through my mind I still say that it is one of the most powerful class as I got to say how getting into university, doing this course and achieving a distinction last term without using my extension in Academic and Employability skills is one of the most powerful proudest moment of my life and I just wished I got to share it with my father. 

When I finished my public speaking it left me very drained and felt like that for a few days but one of the things that helped me was receiving an email from my lecturer asking how I felt and also went on to say how I am a natural speaker, it is an email that I will cherished for many years to come. My Intention was not to make the whole entire class feel overwhelmed but to take a look at me and see that even with all the battles I go though I will never stop trying to find a way to love myself      
















Conclusion



When I started writing the report a few weeks ago I wished to continue getting better as I know I have it in me to do so but unfortunately I felt that I don’t have the confidence in myself now more so than ever with what is going on around in my personal life. However, I will continue to push through and show Ms Hoffmann that I can do it and also make her proud knowing that she did teach me and yes, I did learn from her lessons. I had to take a look back over the last two terms and as much as I have enjoyed the topics we looked at, this term was a lot harder, even though this has to be one of my most favourite classes and I have been blessed to have amazing lecturers, as unfortunately my mind has not been on my university studies as I have been more focused on my mums health as she has been in hospital with a stroke, I have been constantly on the phone with the nurses.  
 
I have found that the sad part of this is that this is a class that I have grown to enjoy and do very well in, in saying that this term is a lot harder than last term but all it has done is made me want to try even harder to achieve the same marks or even better as this is the class that I got a distinction, I am very proud of it and refuse to let it be my last.  
 
In order to achieve the goals I need to go over all my notes, I know I can do this as I have already done something in this class that I never had to do before in my life and that was to write a CV and to write a cover letter both which I found very hard to do but also enjoyed doing at the same time.  
What was even more up lifting was the feedback that I got from my Cover Letter and my Curriculum Vitae (CV)  was even better than I thought it should be which in turn was great for my self-confidence and the fact that she thought I do not give myself enough credit has meant a lot more to me.
I do wish to say that I wished I had done more research on reflective writings and read up on Gibbs' reflective cycle, 1988 (EDINBURGH, 2019). As it would have helped me a great deal more in making a much better report.
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APPENDIX 1



MRS Leila. K 
 University of Wales  
Trinity Saint David  
London Campus  
  
Vanda Smith 
Contract Services Tower Hamlets Council 
Toby Lane council offices 
Toby Lane 
Stepney 
E1 4D 
Monday - Friday 
7am - 4.30pm 
13th July 2020 
  
Dear Mrs Vanda Smith  
I wish to apply for the role of Head of Kitchen, currently being advertised on the internal council portal. Please find enclosed my CV for your consideration.  
As you can see from my attached CV, I have over 7 years and 6 months experience in the food and Catering industry, and I believe as I have worked as a kitchen Assistant and also have covered for the head of kitchen on many occasions during this time, makes me the perfect candidate for the role. 
In my current role as a Kitchen Assistant at Haley primary school, I have been responsible for receiving deliveries and preparing the food before the cooking stage. As I have a passion for this industry, I always give 110% into my work and have a great relationship with the staff and the students at the school that are working.... I always happily arrive early in order to prep and help support my head of teaching.  
All of this coupled with my enthusiasm and dedication, communication and Time Management Skills, has helped me to become a better kitchen assistant which in turn will help make me an amazing head of Kitchen. I am confident that I can bring this level of success with me to your organisation and continue in helping to ensure that the food is safely kept to the highest standards and that all allergies for the children are followed rigorously. With my previous experience and expertise, I believe my contribution will help to continue the great name of Contract Services.  
  
Thank you for taking the time to read my cover letter. I look forward to hearing from you very soon.  
  
Yours sincerely 
 
Leila Kanfoudi 
[image: A close up of a logo
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Cv 
	 

	1914911@student.uwtsd.ac.uk 

	 

	07961000000 

	  

	  

	  

	Objective 
I want to be a great member of your team and to expand my knowledge further   

	Skills 
I have amazing skills working in a team and therefor I am always willing to put in extra time  



	  
		Experience 
cleaning supervisor  
initial Rentokil cleaning company  
2003-2007 
  
I had I team of 15 who I had to delegate their job roles, fax to payroll the time sheets and order form for supplies  
kitchen assistant 
tower hamlets council contract services  
2009-2016 
As a kitchen assistant it was my job to help set up the dinner hall and to wash up after. We also had to prep the salad and serve the food to the students.  

	Education 
certificate of higher education in skills for the workplace  
UWSTD London campus  
2020-present  
  
  
  
Intermediate in GNVQ business studies  
CFGS sixth form  
2000-2003 
  
  
  

	Volunteer experience or leadership 
I am a class representative and have been team leader for the last 2 terms of university  
When I worked as a school kitchen assistant at times when the head of kitchen was not in I would take over and cover her shift  
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APPENDIX 3



Paraphrasing 

Paraphrasing is the process to express what somebody has said or written using different words, especially in order to make it easier to understand (Oxford,2020)

Paraphrasing is used in everyday life, in order for students to learn and for the lecturers to teach, paraphrasing is very important at university as it can led students to be expelled as you are taking the work that some else has done and now claiming it to be your work, In order to stop this from happening students must learn how to paraphrase and Gahan(2019) stated that in academic writing, it is better for students to paraphrase a text as opposed to quoting as it shows both the lecturer and readers that you mastered the source and made the work own. 

I feel that this is a skill that I need in order to achieve the grades that can help me improve my advancement at university which can then help me find the perfect job in which I could climb the corporate ladder, so I learned that I must always paraphrase someone else hard work which will also help show that I understand what I am explaining whether it be though writing and talking.  
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