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Reflection for Skills for the workplace student:
According to (Hind and Moss, 2011) employability skills are also known as transferable skills which are essential for an individual so that they can make them employable. In this era, labor market has become intensely competitive where employability skills put a great emphasize to compete in different competitive environment. Similarly, from in-class exercise, I have learned several things which will actually assist us to improve our employability skills. For example, I learned time management skills, how make CV, how to make cover letter, how to prepare and deliver presentation slides, and how to write reflective report as well. This essay will demonstrate my reflective writing skills and focus on how this module helped me to develop my employability skills. 
[bookmark: _Toc28746778]Description
At the very beginning we learned how to develop our time management skills. Teacher told us about a template which consists of weekly calendar and hour. This template has a connection with the time management skills which taught me how to manage my personal time efficiently. It is crucial to learn this skill because without time management skills one cannot complete any task on time. The time management skills afre mostly used word on a job description (Reed.co.uk, 2019). 
[bookmark: _GoBack]I also learned the writing procedures of CV. As we all know that CV is the first phase to create a good impression towards any employer. Top quality CV assists an individual to increase the chances of getting personal interview opportunity. In the class, teacher taught me how to develop a one-page CV along with skills so that I can prepare myself for the job in UK. Top job skills like communication, leadership, negotiation and motivation were taught by the teacher in the class so that we can use it on the CV as well.
Furthermore, in the class-exercise we were also taught how to develop a cover letter for a specific position. I made a cover letter in the class according to the instruction of the teacher and learned which things shouldn’t be used on the cover letter. Also, top job skills were learned so that it can be used on the cover letter. In times of developing cover letter, we learned transferrable skills like analytical skills, information management skills so that we can develop a strong cover letter. (Monster.co.uk, 2019). 
Our lecturer in the class taught us how to write a reflective report by using a framework. According to Overtoom, (2000), presentation skills are crucial to keep presentation interesting which motivate the audience to listen. We were told to deliver a presentation where teacher taught us about the necessity of body language. Then I also learned how to develop an effective presentation slides and how to prepare and deliver speech with confident in front of the audience. We were told to develop a 2-3-minute presentation on a topic. 
[bookmark: _Toc28746779]Feelings
I think that all those skills what I have learned from the class will help me to develop my employability skills. In this competitive era, not only academic skills are enough to get a good job but also employability skills are crucial to compete in the competitive environment. For example, when I was learning about the steps to develop an effective presentation, I was able to find out my problems while making slides. I learned that the slide should not enriched with descriptive contents but there should have specific content. So, it can be stated that, I am feeling positive after learning those skills because it will assist me in future to develop both my personal and professional skills. While preparing for this mini-preparation, I realized it helped me to improve my public speaking skills.   
[bookmark: _Toc28746780]Evaluation
the overall situation from the in-class learning exercise on different skills, it can be stated that I should develop my other personal and professional skills. The best part of this module was that I found my skills gap on employability skills. I understood difference between academic on employability skills. During mini- presentation I had bad feedback for my lack of preparation. I presented topic on Report Writing without a PPT slide. I demonstrated my professionalism by maintaining very good eye contact and being natural; my lecturer and audience praised that. They suggested me to have a better introduction and conclusion for future presentation. 
[bookmark: _Toc28746781]Analysis
As I have learned so many new things from the class like writing CV, reflective report, cover letter, develop presentation and how to manage time efficiently, I found out several problems in those sectors as well. 
At first, come to the CV field. In past, whenever I used to make CV for any purposes, I always used to develop CV from 2-3 pages. But from the class teacher, I learned that the CV should be developed within 1 page and the information need to be specific and concise. I learned that we should never use detail information’s in CV. Also, in the past I made to make another mistake while developing CV is that I always used to provide detail information’s about my skills or about my education background. Cvbuilder.co.uk, (2019) advised that that we just need to mention our school or university name in the CV along with our result only. And also, we need to provide the skill names only what I have in the CV. I believe that the new technique of developing CV will assist me to improve my CV structure in a well-organized way. As I am good to design CV in an innovative way like using different structured themes to present my information’s in a unique layout, I will try to update my resume in future by preventing those past mistakes. 
In past, while writing reflective report I never followed any structure and for that reason the readers failed to understand what I was trying to say. From the class exercise, I learned that how to develop a well-structured reflective report by using the Gibbs model. With the help of Gibbs model, now I can illustrate a clear reflection image in the report where readers can easily find out the reflection of my words. 
As we all know that, cover letters tell employers about the position actually one is seeking for. Myperfectcv.co.uk, (2019) posted a blog that a CV is useless to an employer if there is no cover letter for the context. In past, whenever I used to make cover letter, I always used to focus on myself a lot. But from the in-class exercise, I have learned how to develop a traditional cover letter. This traditional cover letter will assist me to support my resume in times of finding a job. Also, I never used to mention top job skills in the cover letter in earlier. Now, I have learned that I have to be very specific in times of sharing the details of my searching position of job. As I am good to organize my contents in the cover letter, in future I will try to maintain a proper structured content in the cover letter. 
[bookmark: _Hlk28863543]In earlier, I used to deliver presentation without developing a power point slides and I always used to make presentation with unnecessary detailed contents. As we all know that presentation skills are crucial to keep presentation interesting which motivate the audience to listen. Morgan (2016), said that we always need to deliver a presentation by maintaining the body language. And I also learned how to develop an effective presentation slides and how to prepare and deliver speech with confident in front of the audience. According to a YouTube video uploaded by Wienot Films (2011), while giving a presentation we should have clear beginning, middle and end. We need to make is simple, clear and understandable for the audience. Morgan (2016), also said that even the best public speaker can get nervous sometimes. To overcome our nervousness we should stop thinking about past experience or audience while presenting.  
To improve my time management, I have learned a new technique that with the help of Eisenhower method template, we can easily manage our time efficiently. I was bad at manage my time earlier and from the class exercise, I taught that time also can be managed by using a template which consists of weekly calendar and hour. This template has a connection with the time management skills which taught me how to manage our personal time efficiently.
[bookmark: _Toc28746782]Conclusion
Finally, it can be concluded that, labor market is becoming competitive with the pace of the technological development. In this competitive era, employers always search for better people who have different skills and have the ability to adapt themselves with different tasks in different environments. From the in-class exercise, I have learned that there is no limit of developing individual skills. We need to develop employability skills besides increasing our knowledge level. Different organization demand different skills from employees. So, just academic skill is not enough to compete with this working environment. Moreover, it can be stated that I need to improve employability in some other fields like initiative, professionalism, innovation, project management, presentation, teamwork and networking as well. Employability skills are also known as transferable skills which are essential for an individual so that they can make them employable. In this era, labor market has become intensely competitive where employability skills put a great emphasize to compete in different competitive environment. From in-class exercise, I have learned several things like time management skills, how make CV, how to make cover letter, how to prepare and deliver presentation slides, and how to write reflective report as well. Moreover, I learned about paraphrasing, summarizing and referencing so that we can develop our academic skills as well. The mistakes what I have found in those skills, I will try to come up with better ideas so that those mistakes won’t happen again while implementing those skills in the practical field. 
[bookmark: _Toc28746783]Action plan
It can be stated that, I have found several gaps in my employability skills for example CV writing skill, problem solving skill, Public speaking skills, cover letter writing and communication skills. I should come up with a proper action plan so that I can reduce my lacking in those above-mentioned employability skills. 
· While writing a CV I will write my personal statement by following the tips on the article by Laura Slingo on topcv.co.uk, (2019). She said that writing personal statement on a CV is most complicated. 
· In future while applying for a job I will follow the template provided by my lecturer to write my cover letter. I will stop using same cover letter for every job. I will also show more of my strength than my weakness. 
· I will continue with the course to improve my critical thinking ability. I am planning to finish my level-6 BA Leadership and Management.
· I should daily communicate with my surrounding people which will enhance my communication skill. I want to become more confident public speaker. I will prepare slides with clear introduction and conclusion while giving a business or class presentation.  
· I will practice other reflective framework as well to learn more about reflective writing.
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