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[bookmark: _Toc60612356]Introduction
[bookmark: _Hlk60593643]My academic report is going to look at four different topics I have learnt about in this module. I will demonstrate how this has changed both my life and my professional lifestyle. In the first part of my essay, I will talk about employability skills and how it has helped me already in my working life.  The second topic I will write about is CVs, how to convince and sell myself to an employer in thirty seconds to choose me among more than a hundred CVS and what changes I have already made to my CV. The third topic will look at the importance of cover letters, I didn’t know the difference between CVS and a cover letter before. Here I will show why cover letters are so vital in standing out among other people with similar qualifications and skills. The final topic I will cover is public speaking. Talking in public was very challenging for me, but now it is much more enjoyable. This section shall show just how useful public talking can be for me, and its importance generally in the workplace and in life. Finally, I will bring all of the essay together in my conclusion.

[bookmark: _Toc60612357]Employability Skills
I have decided to start by focussing on employability skills because I feel this area is where I have learnt the most useful things to help me in my professional life. One of the most important being good communication skills. Communication is clearly vital to a harmonious working environment, never more so than in an age of technological advancement. Whether you are speaking to someone face to face, by email, or by video call, all of these require the possession of strong communication skills. Especially with many companies employing lots of people from all over the world, from different backgrounds and cultures, of different ages or gender. Upon reflecting from my previous working experiences, I would say that I clearly underestimated the importance of good communication. Numerous times I would listen without actually listening. If my boss was giving us a weekly update, I would also sometimes be too shy to ask questions. This module has taught me the importance of active listening, and how to respond in the right way. A recent example at my current job was when a colleague was asked to ring about fixing the PDQ machine, with clear instructions on what to ask. However, they were rude on the phone, and failed to explain what was wrong and the problem was not solved. Later, when I was asked to try, I was able to communicate effectively and someone was able to fix the machine the same day. 
Closely linked to being able to communicate effectively is how to be a productive part of a team, or interpersonal skills. While I have always worked well in a team and believed it to be important, this module helped reinforce my views and consolidate them. Katzenbach and Smith believe that a well-functioning team should lead to greater opportunities for promotion, bonuses or other incentives that employers provide. This is something I found to be the case with my current job. I was given the chance to go from a waitress to hostess recently. My manager praised me for always taking time to help my colleagues, as well as my ability to work well in a team and to lead others. I like to think I can apply Kolb’s ‘Experiential Learning Cycle’ to my promotion. I saw a colleague struggling to remember what was on the menu, and to be able to advise the customers. I listened and reflected on what I could do to help. I then showed her how I remembered things from the menu, associating dishes with colour or by simple words, such as polenta with yellow or cornflour for example.

Curriculum Vitae
I have been using CVs since I was around fifteen years old, without knowing just how important they are. However, with these lectures I now realise that a CV is not just a detailed document detailing my professional and academic career. It is about selling myself to the employers of jobs I am applying for. I understand that a CV is the first point of contact between myself and the employer. To be able to impress anyone in less than thirty seconds with only one or two pieces of paper is not easy, but I feel much more confident now when sending CV. I had until recently never included a personal statement with my CV, I preferred to focus on my qualifications and titles, without giving an idea of my personality. With a short and concise couple of lines I can neatly summarise my skills and suitability for the prospective job. Equally I didn’t bother to talk about my interests or hobbies, but once again I was failing to show my personality. To tell them what motivates me, or to show that I perhaps have something in common with them.  I have also learned that although qualifications are important to include on a CV it should not restrict me from applying from certain jobs. Before the lecture I was very scared to apply for the jobs that I did not have the experience or qualification for, but now I don’t always let it influence my decision to apply. 
Another important point to consider is to not show a picture or include my religion, two things I have done in the past. Based on my own research I found an expert book written by Mildred Talabi, who looks at what to include, and just as important, what not to include. She focuses on the importance of keeping a CV short, “to ditch any information that does not lend itself to your career objective.” This can vary depending on the job at hand, but a picture and any reference to religion are best to avoid.
One of the things I was doing before was sending one cv for all types of job, be it working in a restaurant, cleaning, hospital work, fashion etc. Yet with these lectures I learned how it is important to never send the same cv for all jobs. I have reflected upon my previous decision to send one CV for each job and realised where I went wrong. Now I have edited my cv for different sectors, so that it’s not just a one size fits all. Today I am much more confident for my future job searches, even in this difficult moment, and this is largely because of what I have learnt about CVs. 

[bookmark: _Toc60612358]Cover Letters
A cover letter can be a very useful tool, to express yourself much more clearly and openly than in a normal CV. Before the lecture I perhaps overlooked the importance of a cover letter, but now I realise much more that it can be crucial in an employer deciding between me and someone else. Whereas before I would probably even ignore the “Add Cover Letter” option, now I will make sure to provide one. To show why I am passionate and interested in the job, why I would be the right choice for them, what I can do for them, but also what they can do for me. A CV just tells them of my qualifications and skills, but a cover letter explains exactly how these skills can be of benefit to the employer. I am much more able to provide them with some of my personality, and start to build a relationship with the employer right away. The cover letter allows me to sell myself and distinguish myself from all the other applicants. Whilst learning about the importance of cover letters I found the work of Anne McKinney extremely helpful. McKinnie insists that even though most people know it’s important to have a good CV, most don’t realise how beneficial a cover letter can be for them. I found it interesting that McKinney also shows different types of cover letters, such as for ‘First time job in a field’ or ‘career change’ being two examples. As like with CVs it is important to not just rely on one. 
I can also apply the John Driscoll model of reflection regarding something that has happened to me with cover letters. The ‘What’ was I received an email saying I wasn’t chosen for the job because I haven’t included a cover letter. The ‘So What’ allowed me to analyse, to see that had I included a cover letter I would have more likely got the job, or at least an interview. The ‘Now What’ is that for my future applications I will send a cover letter when the employer asks for one, because I realise that I have lost many opportunities in the past by not including a cover letter. With these lectures I have learned the purpose of the cover letter is to trigger the desire of the employer, the most important thing for a cover letter is to be myself, not to send something generic, to show I am motivated and dynamic while remaining professional.

[bookmark: _Toc60612359]Public Speaking
I have always admired people who speak in public, such as Michelle Obama or certain world leaders. To be able to command the attention of thousands of people. However, I have always been scared to do this myself as I am naturally timid. This lecture has opened my eyes to new techniques which have helped me to improve my public speaking. Already I have started to do this with my university presentations. I had one presentation in my first term that went very badly. Similar to Gibbs' Reflective Cycle I examined what I did wrong to learn for next time. I described what went wrong, such as not being familiar with my notes so I sounded like a robot just repeating the slides. Also, I hadn’t prepared for the use of video, thinking it was just audio. From this I made my conclusions, and made an action plan for the future: to read my notes over lots of times so that I was more familiar with the content; to practice with my group more so we felt more at ease and less stressed. When it came to my next presentations in the second term, I felt a lot more comfortable and the presentation went a lot better. 
One of the big reasons I decided to do this course because I want to be develop my own business plans and ideas in the future. An important part of selling any idea is being able to present. One example I have always looked to is that of Levi Roots. A reggae musician from Jamaica living in the UK, he went on the TV show Dragons Den and successfully presented his idea for ‘Reggae Reggae Sauce’. Dale Carnegies book, The Art of Public Speaking, has also showed me the importance of confidence for speaking in public. He argues that people fear speaking in public because they will be attacked or ridiculed; yet this is not true, that everyone has something important to say. This lecture helped my interest in public speaking grow, to seek out other works and learn about how to improve myself for the future. I have talked about the importance of a good CV and cover letter above, yet without the ability to present myself at a job interview I would fail even with the best CV in the world. 

[bookmark: _Toc60612360]Conclusion
In conclusion with this module, I feel I have learned things that will be crucial to my success in both my personal and working life. The employability skills I have talked about barely scratch the surface, as I have learnt so much that I can apply to a work environment. Additionally, I now feel much more comfortable writing my CV or a cover letter. The progress I have made with public speaking is already evident, as my other lecturers have commented having interacted with me over the months.  The various models of reflection have made me look at myself much more critically, to improve myself and learn for the future. It has also made me hungry to learn more and to continue to build upon what I knew and now know. 
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