



My name is Jamila El Ghadfa and grow up in Italy where I did most of my education and got my social assistant qualification diploma. 
When I decided to enrol at University in order to get a certification, I was not familiar with most of the teachings, and I started doubting myself, especially because I was also struggling in finding a new employment. However, I realized that acquiring this set of skills was also going to help me in lending to a new job. 
The academical employability skills course is exactly about this topic and has in fact helped me to comprehend and better manage the available resources to me in order for me to find employment.
I would like to reflect on few aspects and steps that I went through in this module. 

DIFFICULTY FINDING EMPLOYMENT
 Having found all my past employment on referral, I had never realized the number of difficulties somebody encounters when looking for jobs. 
Once I decided to change jobs, I found myself overwhelmed and I did not know where to start from.
at the beginning I was not prepared, and it was like taking a jumping off of a flying plane. 
Despite the unfavourable macroeconomic conditions that we face in this historical moment (Proctor, 2020),  I kept founding new job offers but I was rarely called back for an interview. I recognized that I had to evaluate myself, my abilities, and the steps I was taking to identify what was done incorrectly and manage my future steps in a more optimal way. 


HOW TO ORGANIZE YOUR STUDIES AND TIME MANAGEMENT 

A topic that we covered earlier in this module 
was how to organize the studies. Although it may appear like a specific subject, actually it is subject that is transversal and it can be used in several aspects of life, including organizing the efforts of looking for new job opportunities.  

When I began this module, I was concerned about not being able to handle work, and my personal life. However later found out that the key is to plan ahead and stick as much as possible to the plan. 
The organization of the studies is indeed crucial to succeed at exams. The main problematic that worries students, and that also concerned me at the beginning, is the emphasis on techniques: how to remember by heart, how to study well, how to review. These are all important aspects to be good at, of course, but to have an efficient study system by themselves: it is especially important to start from the organization.
I produced a schedule that contained all future obligations and a long-term plan with the main deadlines for the exams. It was also extremely helpful to analyse the requested outputs of each subject, in such a way that I could better prioritize these aspects and focus on the objectives. In my experience well organizing the study also involves getting all the material you need to review right away.
Another important element of planning is considered time for relaxation and other activities that we do not traditionally consider productive, but I found especially important to maintain a good motivation and balance. I tried as well to follow the rule of roughly planning some time for unscheduled activities which I usually do in my life (groceries, family and friends visits etc.) (Chapman, 2017). 
To be honest, despite a lot of planning, I went through some rough times during my studies. Organizing and assigning specific time slot to certain activities was not enough: I was not using my time effectively. That’s where I turned to the materials provided in this course and learned about the Pareto principle which states that 80% of the outputs are caused by only 20%  of the causes (Time-management-abilities.com, 2020). In my case most of my problems (poor time management, laziness and perceived low productivity) where caused of my incapacity to focus for extended period of time: I would often find myself distracted and looking at my phone or doing other chores in the house. I followed the advice I found on the website Time-management-abilities.com (Time-management-abilities.com, 2020) and reserve 2 slots of 15 minutes in which I would try to stay focused, ignore the chores and other distractions and just learn or review my courses. By being productive over these 30 minutes and soon seeing the results of my efforts lead my motivation to further increase. This sense of fulfilment is actually the best motivation to continue with the scheduled tasks even when things seem to get difficult.

IMPORTANCE OF SUMMARIZATION
At the beginning of this programme I realized that during all my previous education, writing was not an important component in my studies. 
I have also been concerned about not being able to communicate everything in my head. I realized that this anxiety is mainly caused by my inability to synthesize. I would often feel like I wanted to express so many different topics and ideas losing myself in the details instead of focusing on the core aspects I needed to convey in my communication. 
The capacity to synthesize subjects helps you identify the crucial ideas; in this way you can orientate better among all the information. 
A good summary should synthesis a text to its substantial meaning, it must be shorter than the original text, it must not contain personal comments, it must be understandable both by those who have read the text and by the people who are not aware of the original piece, but above all it must be written by correctly citing and referencing the original sources (UNIVERSITY OF WALES: TRINITY SAINT DAVID, 2020).
 This needs the fundamental skill to know how to read and comprehend the content to be summarized. Thus, removing all its most unnecessary contents from the original text, leaving only what can be considered essential to the understanding of the concepts the original text is conveying. 
In order to improve my summaries, I followed the steps that Bailey is suggesting (Bailey, 2015): read with attention and try to look up all the vocabulary that is not understood right away. Identify the key concepts and taking note of them. Rewrite the content by using my notes and restructure the concepts if it makes it clearer. Carefully read and check for mistake in my summary and make sure that the most important parts are clearly displayed.
I feel that summaries are essential to every type of communication: whether you are at work and you do not have much time to inform or update the co-workers or in personal life. Summaries are also suitable for communicating through social media, which require a concise and immediate language.

CV WRITING

During my job research, I always found writing and adjusting my CV difficult. 
It is tricky to condense your experiences successfully when you have had various jobs and emphasizing your skills when you yourself think that they still need to develop more. This is especially true when you still need to complete your degree and the different jobs you have, they do not provide coherence. 
In order to write a good CV it is important to understand what is it and what it is the objective of this document. The Curriculum Vitae is defined as text which primary objective is to persuade the potential employer that a candidate has adequate skills, competencies and previous jobs that is worth offering them the job or at least advance in the job selection (Morgan, 2017). 
 
The way I went about writing my CV was to look for a good and adequate template that I found on Monster.co.uk (Monster.co.uk, 2020). The characteristics I was looking for in the template were simplicity and clarity. Another aspect that I wanted to include was a personal statement in order to provide with an immediate idea to the wiring person who am I and what are my skills that would match the job I applied for. I used the tips  found on the website TopCV that is to say to “who you are” and “your suitability and value” (TopCV, 2020). 

Another aspect I had to work on was to identify which of skills was going to be helpful to land me on the job I wanted. As I mentioned before I have accumulated various professional experiences that are not always coherent and linked, therefore I had to look through them to find what were the skills I have acquired that most jobs require. These are called transversal skills and competencies. According to the UNESCO International Bureau of Education these are abilities that are not specific to a particular job or function but are rather useful in a variety of job and professional settings. Transversal skills include communication, critical thinking, teamwork, intercultural understanding etc. (IBE, 2013). 

Furthermore, I wanted to highlight my more recent jobs that are already have in the social assistance/ medical space. Through these experiences I gained valuable technical expertise that I could easily transfer to another job withing the same field. In fact I was looking to find a traineeship as a dental nurse, therefore many of my technical competencies  that I gained as a social sanitary assistant would be really helpful. 
Another aspect that I wanted to be reflected in my CV and Motivational letter was my drive to assist patients. I have always identified myself as a sympathetic person that enjoys helping other people, therefore I wanted the employer to know that I would have been a reliable and truly self-motivated employee. Last, my intention was to convey the idea that I am a determined and ambitious person: I always wanted to move to the UK however not knowing English in my early twenties was an obstacle I had to overcome. That is why I decided to leave my stable job in Italy to become a au pair in the UK so that I could learn English which later helped find a job a social worker In London. In my Motivational letter I tried to explain my professional path and “less coherent” jobs, such as being an au pair, in such a away that the employer can see my personal character and what was the reasoning behind accepting less conventional jobs. 

PUBLIC SPEAKING

Another extremely important thing that I have learnt thanks to this course was public speaking. Indeed, despite being happy with my CV and cover letter, I knew that once I would obtain an interview for a job, I would start questioning my abilities to speak to the hiring managers. In fact, I always thought that I was a shy person, especially when it comes to very formal settings such as a job interview. Speaking to people I do not know that are there to judge my professional choices and character is frightening. Oftentimes I would let a small mistake to agitate me instead of keep going and try to convey my ideas. These feeling was overwhelming. Thanks to this course I realized that, even though I was going to be questioned about my own life and experiences, I still needed to be prepared. That is why I now always write down the main point that I want to convey for potential questions. I also practice with a friend or in front of mirror my answers and interactions with the hiring person. Another important aspect that I realized is that I should not expect myself to be perfect, I learnt to accept small mistakes as anyone does that is not a professional speaker. Sometimes during a public speaking event, or an interview in my case, can use those small mistakes to connect with the audience so that they can see us more than just a speaker or a candidate. 
Despite preparation, we should also expect some questions or situations that we did not prepare for. In this case we should stay calm and try our best to give an answer. Thanks to this course I learnt people who are anxious tend to speak fast, therefore we should speak slowly and remember to pause, and end the answer in a clear way.

To sum up, my experience with these course was very helpful, because despite failing it the first time, I had to go though all the teaching materials again exactly when I was in the middle of my job search and these was extremely beneficial. From learning how to organise my time, to writing a CV and finally have a successful interview.
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