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Academic and employability skills

In this module, the main things that I learnt were ways to write a CV, how to build customer relations, how to build and sales skills, ways to be original and creative individually and when working with a team, the importance of critical thinking and research, also how to improve performance in the workplace to benefit a business. Learning in the module has helped me develop my academic and employability skills greatly in many ways. I learnt various things which helped me expand my knowledge and improve my skills, fundamentally, I learnt to apply these skills and knowledge to my everyday life and how to be more proficient. Also, it is always wise to look for new learning opportunities as there is always room for growth and there is always more left to learn.
Primarily, I learnt how to write a CV. This was an excellent way of improving employability skills as I understand that CV’s are very important in the employment process. A CV is a document aimed at convincing employers that who you are, your qualifications, work experience and skills makes it worthwhile for them to move you forward in a formal selection process [1]. Therefore, CVs are essential as they are what catches the attention of an employer. Learning how to write a CV to a high standard and presenting it in a way that will make the employer notice you is beneficial in every aspect. Moreover, from learning about the content that should be provided and how to structure and present your CV, I became aware of the attributes that an employer generally looks for. For example, good organisational skills, proficiency, demonstrable leadership ability and more. This improved my own skills and improved my knowledge on how to have a higher chance of being employed and what steps to take to reach this. The application process and CV building process are very important as this is the determining factor of whether you can proceed to the next stage of the selective process of a job. Moreover, I know the do’s and don’ts of writing a CV now and can avoid mistakes, for example, adding every single detail about yourself is very unnecessary and you only need to include relevant information about yourself. 
At the beginning I didn’t have much knowledge about skills in the workplace and now I can say that I have gained a lot of information about communication skills and skills in the workplace which I am applying in my job as my workplace adheres to customer service. Also, I learnt ways in which to improve the workplace and be more successful such as bringing in more customers. One of these ways was to be creative and original. Taking this information, I took the initiative in my workplace (Indian takeaway) to come up with original ideas as to how to gain more customers and improve customer relations. One way of how I did this was producing vouchers for my customers and sending cards to say thank you for being loyal customers, this ensures the trust between my customers and my business. In addition, communication is key in terms of sales. This module has taught me how to build communication skills which I have instilled into my own business.  Gaining the trust and maintaining trust of customers is extremely crucial as without customers a business would fail. Maintaining good customer relations is a vital aspect and whenever a business decision is being made, the impact that the decision will have on the customers is important. 
In addition, I have learnt that research is extremely important as you should always be aware of what the customer desires and needs are while running a business. Moreover, research is a tool for building knowledge and efficient learning. In the modern day, there are many sources available for research. Taking the initiative to carry out research is useful and smart as the research can be applied to improving the workplace and having relevant knowledge in achieving a good commercial image through sound business strategies can boost its profitability [2]. Research also helps people nurture their potential and achieve goals through various opportunities. [2]
Furthermore, I learnt the importance of critical thinking. Critical thinking is ‘The process of actively and skilfully conceptualizing, applying, analysing, synthesizing, and evaluating information to reach an answer or conclusion’[3]. I learnt to utilize critical thinking into my everyday life to benefit me. For example, Indian restaurants and takeaways in London are gaining popularity if they are open and serving this food to the people. And gaining this through the age of new technology e.g. online food websites, for example uber eats, just eat and hungry house. Hence using the research skills that I was taught in this course, I found that using technology would be an efficient way to gain more sales and help my business grow and utilising critical thinking, I managed to gather information and intel on which sites would be best to advertise my takeaway on. My Indian takeaway now uses hungry house and Just Eat and this has helped my business grow compared to before as we live in the modern world which is dominated by technology. Online shopping is very popular and ordering food online is very common in this day and age therefore investing in my takeaway being available online to order food is essential to keep up in the industry. Critical thinking is a crucial part of building a foundation and it allows you to understand the view of the world. Not only this but it enhances your way of thinking and allows you to think outside the box and extend your learning abilities. I think that if I engage critical thinking more often it will lead to greater success for myself, getting into the habit of thinking critically in situations will improve oneself and enables you to excel in skillsets. 
Additionally, at the beginning of the course I used to ask quite short easy questions and have now learnt to put more thought into the questions I ask so that I can receive a higher quality of answer that will benefit me in a greater way as I will get useful information that I can apply. I consider what I need to know and what I want to know before I ask a question. Thus, I would say the progress I have made compared to the beginning of the course to now I have improved massively and would like to keep growing. 
I still have much space for improvement and would like to move forward and pursue further education and do a course in the university. I would love to study more and believe that I can gain more skills this way. I started a catering business last year and I have several years of experience in the catering industry. Taking on this course has helped me reflect on how to improve my selling skills and how to help my business strive. However, I would like to gain more skills and I think my sale skills could improve when I go through to further education. I desire for my business to be established, I love to cook therefore I chose to make a business out of a Indian takeaway. I also have a big family, so I am hoping it will be a family business – the ideas and skills that I am learning on this course are benefitting me and allowing me to help my business go forward using the concepts I have taught about. I have realised that I need to improve my selling skills to get good customer service and have strong communication skills. Without sales skills I cannot achieve anything, and it will be very hard to run a business. Building my skills has benefitted me personally and it’s important that I continue studying and building and expanding on skills, experience and knowledge.
An imperative concept that I have taken from studying this module is that innovation is key – as I run a business, I understand that I need to be creative to draw in more customers and to help my business grow I need originality. Communication is also definitely a very significant aspect that I need to engage always. As I have a small business, I intend for it to grow, to achieve this goal I will be more innovative as the catering industry is always looking for new conventions and originality is what makes a business stand out. Teamwork is also a significant factor to improving oneself and coming up with new ideas is easier with a team to work with. Sharing personal turmoil with your team can be a key to innovating ‘being vulnerable is a key to innovation’ [4]. The way a team is put together is key to be a successful team [4]. Two factors that are important are the knowledge a person has in order to contribute to a group – their occupational function; but more importantly, the skills and abilities that individuals bring to a task [5]. From being on this course and studying this module, I have gained many skills and am able to contribute to tasks in my business. Furthermore, I have knowledge about selling ideas that will be very useful in the future for my business. Good communication skills are vital between a team to ensure a task completed successfully [6].
Overall, this module has taught me many skills that I have taken and applied to my own business. ‘By working on knowledge, skill, and desire, we can break through to new personal and interpersonal effectiveness as we break with old paradigms that may have been a source of pseudo-security for years’[7]. This suggests that working on knowledge and developing skills contributes to personal growth and therefore I would like to pursue further education so that I can gain all the skills required to be a successful business owner and so that I can learn more sales techniques which I would in turn use in my business. I especially liked this course as it has helped me improve my own business using smart tactics and by changing the way I think. Ultimately, this module has been extremely useful, I have learnt a lot but I still have space for improvement, to fill this gap in my knowledge and skills I am hoping to attend another course in the following year as I strive to achieve the best and continue with my studies. 
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