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1. Introduction

This report is a reflection on four topics studied throughout the module Academic and Employability Skills. These skills are Team working, Time Management, Curriculum Vitae and Cover letter. The report is structured as a two-angle view, taking in consideration the skills already in possession and discussed in class and learning undertaken outside of the classroom on one side and on the other side the perspective of literature on these topics.
 Firstly, published literature on each topic will be analysed and discussed. Secondly, using recognised models of reflection, the report will provide personal views and experiences followed by personal future recommendations of improvement for each skill. Moreover, it will touch on the importance and role of these skills in today's employment. Following the data will be summarised in a SWOT analysis. And finally, the report will offer conclusions.
As this paper is mainly a reflection, the natural step moving forward is to define academic reflection and highlight some of the most used reflection models. In Williams, Woolliams and Spiro’s (2012, p.2) view ‘reflection starts with thinking about something’, whilst real learning only takes place when ‘supported by real-world experiences –not in formal courses and lecture theatres’ (Maund, Schriek and Tinkler, 2017, p. 339).
Usually the reflection applies to things that do not have an obvious or immediate solution and involves critical thinking. Critical thinking can be developed, and literature presents various methods to achieve that. To establish the level of critical thinking a self-assessment exercise is recommended through assessing the way of thinking and behaviour (Cotrrell, 2017). Most used models of reflection in literature are Kolb’s Experimental Learning Cycle (1984), Gibbs Reflective Cycle (1988) and Driscoll’s model (1994, 2000).



1. Team working
According to (Morgan, 2017, p.203) teams or groups ‘both consists of individuals working together to accomplish something’. The literature indicates that working in teams can be an experience extremely rewarding because the members understand each other, support and encourage each other to achieve their common goal. 
A personal interest is to understand how work teams are different from those at university. I have worked in teams in both settings and noticed differences in terms of motivation, implication and role division. Moreover, the work environment is more competitive and good team working skills can place you on a higher step on career ladder. However, being a good team player is not always favourable. I have experienced the disappointment of other team members taking credit for my work and thereafter I concluded that working in teams is not always beneficial. As part of the team, I take my tasks seriously and always try to communicate with others, ask questions in order to establish if the task is understood accordingly and mostly come up with ideas or guidelines of how to proceed.
In Morgan’s (2017, p.206) view team composition and ‘the way the team is put together is key to being a successful team’. Thus, I tend to choose with whom I want to work with because I want to avoid disappointment and being a good judge of character, pick team members that can bring benefit to the team. However, this is not always the case and when I have not the option to choose and I work with a random team I adapt quickly and focus on my part. I do not judge people and that makes is easy for me to be accepted and accept others. However, I am not always able to manage work relationships, especially if there are barriers such as difficult relationships. According to Belbin (2010) finding on others something that can be liked or admired can establish successful relationships. This theory was confirmed on my last experience of working in group for a previous assignment, where I got along with my colleagues and I tried to ignore differences and barriers between us.  The result was satisfactory, and each member played an important role in the team.


2. Time management
In order to perform well in life, it is needed a good time management. Meaning that the various tasks to be undertaken each day needs to be organised properly. Methods for time management are to-do-lists, prioritisation and reviewing process. For example, a student needs to attend classes, study, take exams, etc; an employee needs to be on time to work and achieve certain deadlines. All these tasks require time to be accomplished and if a good amount of time is not allocated towards these tasks there is a high possibility of failure. Therefore, the role of time management is very important in the study life, career and even on personal level. Thanks to academic opportunities given by university studies, we can now understand what is expected in terms of the time needed to study, and further what is expected by employers in terms of the time invested in the work we do. Moreover, we are taught and are given tools to help us use time productively and waste less time. According to (Morgan, 2017, p.52) good time management is ‘the ability to control out use of time to such an extent that we are able to plan and manage what we do without any stress or tension’. Reflecting on and based on this statement, my time management skills needs improvement as such tensioned and stressful moments, when a task is due, are frequent. 
The Eisenhower method studied in the module seams a useful tool in time management because it is straightforward and easy to use. It is simply a method to note down tasks according to their importance. The important ones first, followed by less important classified by their urgency.  I considered printing the template with the model and fill it up, with the intention to try it out and improve my time management skills. However, due to the current situation and the lack of workplace, I have concluded that this model is not suitable for me, as I do not undertake many tasks now. Moreover, even in the eventuality of a busier schedule I do not see myself using such a model unless it is in an electronic form. 
A personal preference is the use technology in helping complete tasks or set reminders and get extra organisational help. Such an example, which was also taught during the module, is The Pareto Principle. It is personally preferable because it can be used with endless applications with the purpose of planning, analysing, evaluating, demographics and social studies and most importantly used as a tool for organising work and life in the same time. The Pareto Principle or Pareto’s 80-20 Rule is widely used in management as is very effective in selling and marketing situations. According to (Ronen, Pliskin and Pass, 2006) it is regarded as one of the most important principles of management. It is seen as such an important instrument because it enables the classifications and analysis to be better communicated. This means it can save time.

3. Curriculum vitae
Curriculum Vitae (CV) is a ‘document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process (Morgan, 2017, p.339).
The purpose of a CV is to get us to an interview for the job. Therefore, the information on the CV needs to be adapted according to the job description and skills matching should be evidentiated. I am grateful, that through this module I can improve my CV and even get guidance through the templates presented in class. A very helpful example for me is the CV template found in Appendix 2. I chose this model for guidance because it is structured different than the classic CV that I have, and I believe that it highlights skills and helps employers scan it faster. Moreover, it is a model that focuses on education more than experience and after graduating it is a model that is suitable for me as I less work experience.
Another important lesson on CV writing that I have learned is to follow the CV rules. First rule is to write the cv myself because it needs to represent me and the language I use. Moreover, the CV it needs to be discussed on an interview, therefore it is important to write it yourself. The second rule is to keep the CV brief and no longer than two pages. Third rule emphasis on truthful and accurate CV. Rule four refers to the language used, and it is advised to keep the CV in the third person. Also, it is necessary to check spelling as this is a major red flag for employers. And finally, the CV needs to be easy to read with headlines and appropriate font.
 I could not emphasise more on these rules to be followed as I had an experience on my own which I learned from. I had asked a friend of mine to write a CV as I had a job interview. I have not even put the time to read it before I went to the interview, and there it was where the employer told me I had spelling mistakes and I was not accepted for the job. Therefore, for a successful CV the above rules must be followed.


4. Cover Letter
Cover letter is defined as ‘a professional business letter which provides an employer with an introduction to an accompanying CV’ (Morgan, 2017, p.339). Innes (2015) advices to not underestimate the importance of a cover letter. According to a recent survey the cover letter is seen almost equally important as the CV. However, most people spend less time on the cover letter than the CV, therefore so many people lose out on an interview opportunity because of that and it is concluded that the cover letter is to blame for the lack of success.
Sometimes, knowing what a cover letter is, does not mean that we know how to do it. An example here, is the in-class activity where the request was to write a cover letter (please see Appendix 1). An exercise like this is very helpful as the feedback allows students to correct mistakes. In my case, I realised, that, with such a Cover Letter, the chances of the employee to consider me as a candidate, are very low as it did not include details of personal skills and experience and most importantly did not mention why I thought I was qualified for the job. 
I have learned after this exercise that a well-structured Cover Letter that includes the two key elements discussed above, will increase the chances of getting the desired job. 

5. SWOT analysis 
As this is a reflective log on academic and employability skills, the suitable method to include all of them is on a SWOT analysis. ‘SWOT analysis is a technique for focusing an individual or group’s attention on strengths, weaknesses, opportunities or threats’ (Murray-Webster and Williams, 2010, p.88). Therefore, the table below is a SWOT analysis on the skills discussed above.

	Strengths
	Weaknesses 


	· Reassurance
· Motivation
· Focus
· Cooperative team player
· Adaptable 
	· To –do-list
· Prioritising tasks effectively
· Self-awareness skills
· Reflection and analysis
· Lack of confidence
· CV and Cover letter composition

	Opportunities

	Threats 

	· New job prospective
· Gain employability skills
· Learning through exercise and feedback
· Brainstorming 
	· Unemployment 
· Competitiveness
· Lack of experience




6. Conclusion
In terms of team working the work environment is more competitive and good team working skills can place you on a higher step on career ladder. Altogether, I am satisfied with my team working skills, however there is always room for improvement.
The role of time management is very important in the study life, career and even on personal level. In order to perform well in life, it is needed a good time management. Meaning that the various tasks to be undertaken each day needs to be organised properly. The evidence found in literature enabled me to realise that the tools helping us to use time productively and waste less time should be used.
Both CV and Cover letter have equal importance in being accepted for an interview. Therefore, both should be treated accordingly. Making sure that all steps and rules of CV and cover letter writing are followed, will increase acceptance chances. 
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- Elacronic Presentations fo Business Profassionsls
+ Keyboarding and Document Formating
- Communicaton Skl for Exscutive Assistants
+ Finance for th Non-Financial Manager
© Profecsionsl Ofice Procadures
Erofessions] Developme:
+ Microsof: Offce Specilist (M0S), 2007
Key skills Offce Management  Spreadsheats/Reports  Front-Desk Reception
Records Marsgament  Event Management | Execuive Support
Database Admimsiration  Calendaring Travel Coordinacion
Computer 15 Word S Outlook S Publsher
st W Excel W Accese Fietisker Fro
N Powerpoint S Project Windows
Experience  ABC SCHOOL, Sometown, NSW Assistant / Practicum, 2007 to 2008

Handld mulcacered ceica tasks (2.g., data entry,fng, racords management and
biling) 25 the assistant o the registrar 3nd admissions office. Coordinated wravel
armangements, maintaind Catabess and ensured the slvery of premium sereie to
Students. Quickly became 3 trustad assistant known for "can-dor swude, Alexbiy and
Righ-quaiy work. Hichlghts:

+ Communicatad effeaively with multpl departments t plan meetings and prepare
alcome packages for new students, Establshad strong relatanshios to gain suzport
and sfactely schieve resuls.

- Helpad coordinste dozans of recrutmant svents (sverage of 12 args atherings par
year)that contributad o consistenty high enrallment evels.

+ Entrusted to manage offce i the supervisors absence. Provided timely, courtsous
and knowledgaable response to information requests; screened and transferred calls
2nd orepared offcial school correspondence.

+ Cordeveloped comprehensive, 60-page raining manual that enabled faster ramp-up
for neiy hired support st

+ Developad innovative PowerPoin: prasentation used by the Offca o Admissions o
market sxecutive support programs to porential studens.

+ Eamed excallent marks on performance reviews, with citatons for axcellence in areas
including work volume, accuracy 2nd qualty; abity to lear and master new
Concepts; posicive work sthic; and commiment o providing unsurpassed senvice.





