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Introduction 


As introduction I will describe what this essay will be about. This is a report about the in-class exercises and the impact this module has had over us in the two terms that have passed.

To begin with the module is called Academic and Employability Skills, having the purpose of reinforcing the knowledge we have in academic writing/speaking and in the process of employability. 

I knew that these skills are vital in the day to day life, this is one of the reasons for me choosing this course. Since the first day on the course we have gone through different methods and examples on how to deal with writing of an CV, writing a formal letter, presenting a subject in front of an audience, learning how to communicate and solve difficulties in different situations. 

The level of my skills has increased by a lot as my knowledge has been reinforced by the information gathered at lessons and by learning online. 







Reflective Writing 

This term basically defines this entire essay, as it means to write a report upon a past experience and say what impacts did it have on you. Reflective writing is a process which usually students have to go through when making reports, the main fact is to look back at the experience and analyse in detail from different perspectives. 

Doing this will help you later on to learn more and also present to others what did you go through. You should analyse all the positive and negative facts and show how  did this help you improve. 

We have a basic model which can be used as an example, this has been made in 1988 and it’s called Gibb’s ‘Reflective Cycle’
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CV and Cover Letter 

CV- The correct building of an CV is very crucial in order to get a job; a bad CV will be always turned away by employers.
When doing this you have to take in consideration what do employers want from their employees when looking to hire. 

This document should be based on specific information about yourself, you have to introduce yourself with a short statement, present the experience you have and qualifications obtained in time and how can an employer contact you. 

Your CV should be balances from every perspective containing short and clear information that the employer can understand. This is how employers choose their future employees so is crucial to know the steps of correctly writing one to yourself. 

Without the experience and information gained from this module I would of not been able to write a proper CV which employers would see and want to contact me. 

Cover Letter – This document should always accompany a specific CV, without it has no essential point. In this piece of paper you should describe to your employer why you are the one who should be hired, you have to present specific skills for the role with experiences from past jobs that will  reinforce the trust that you are right for this place. 

Also, you should use proof for all your statements, as without evidence this will only be phrases for the employer with no meaning. 

Also, you can show the impacts you had at past jobs and tell the employer how will you impact on future this company if they choose you. For example if in the past you have had a positive impact upon the profits of a company you can use it in your cover letter and also show evidence. At the end show references as sources that the employer can use to check your data like ex-employer. 


Creative Thinking 

Everything surrounding us is the result of creative thinking, without these new ideas would not be possible to make. 

When doing this we can invent new machinery or technology, every industry that exists at the moment is made from the work of creative people, without these main ideas, products would not be available anymore as they would not exist. 

Every organization representing a company in a specific industry is looking to employ people with creative thinking, so by working upon this skill you will have much more chances of getting employed and actually bringing an impact on the course of your employment. 



Time Management Skills

This is something that everyone should be able to master properly, having problems with time management will either decrease the chances of getting yourself a job or increase the chances of losing your job as a result of being always late.
Besides explaining employers how you properly manage your time make sure that you work on this, without practicing it will be obvious that you do not master this, and your employer might also accuse you of lying. 

‘Time means money’ is a phrase used by most of the employers, organizing deadlines and making sure everyone reaches them is not easy at all, being a leader, you will not be allowed to be late or miss deadlines with presentations or tasks. Explain the employer how will you meet your deadlines and what king od methods do you use the ensure your time management like writing down memos on your phone or selecting dates on your calendar. 

Without the experience gained from this module and the practice that has helped us to reinforce the criticality of different skills. Time management being one of them, I used to be late for different deadlines, but now I am able to always get somewhere with 10-15 minutes early and never miss a deadline for a task. All because of the experience gained during these two terms. 



Public Speaking 

I have never been able to properly master this skill as I used to have problems with controlling my feelings when speaking in front of a group of people. Usually I would get nervous when I would make eye contact and see that everyone’s attention is directed towards me. 

During this course I have been able to work on this when speaking in front of the class or presenting with a group a specific subject. Without all these new experiences I would have not been able to control these skills until the present day. 

Now I can say that I am confident to make a presentation and also, I do know the right process that needs to be followed in order to properly present your subject. 

You always have to make sure to you arrive early for your presentation and set up your equipment, keep a plan B if for example a piece of equipment does not work. Instead of improving on the moment in this situation, have a plan B prepared from before, this will also show your audience that you are prepared. 

Now I am able to make eye contact and I know how to control my feelings in order to have a good body language, I use my hands many times when presenting as a way of communication.

Also, another important fact to take in consideration when speaking in front of a public is to make sure that you practiced your communication skills, you need to know how to formally communicate with others is essential in order a send a specific piece of information. 

Critical Thinking 

This set of skill will help you come up with solutions in different case scenarios, for example you have to complete a task with a group of people but at some point, two members get nervous and start arguing. You stop them and tell them to calm down as getting angry will not solve anything, recommend working in a group to solve that specific problem. 

This way of solving the case scenario shows that you have stopped the argument, avoided any other enquiries and solved the difficulty with a solution. This is an example of critical thinking. 

Particularly mastering this skill will help you making a better image in front of employers, every organization looks for people who can avoid damages by getting a quick solution especially in times when you work under pressure. This can bring a positive impact on the company and even help you advance in roles. Employers do appreciate people that avoid any kind of damages. 

This will help you with decisions as well, many times people lose their jobs as they make decisions when being stressed and lose money or something else. 

Always be careful to go over every detail when making an important decision, show evidence of analysing individualistically every part of the problems and explain your decision. 


Conclusion 

The impact this module has had upon my personal knowledge is a positive one, everything that I have learned and practiced gave me a better understanding about how to communicate with people around me and how to get a job, something very important. 

Before the start of the first term I didn’t think we will go through so much crucial information, also the amount of materials and sources from where we were able to obtain in detail a specific subject was impressive. 

Understanding how to write a CV will definitely increase my chances of getting employed while knowing how to speak in front of an audience or how to work in a team to be more efficient will definitely increase my chances of staying into a specific organization and increase in time getting more responsibilities. 


I am grateful for taking on this course and I would recommend it for others as well as it is definitely a good way of improving you academic and employability skills. Your personal skills will increase by a lot after a year, at least that is what I can say about my own personal skills. 
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