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Introduction 
The Academic and Employable skills programme offers me knowledge of the workforce and my personal and company expertise and qualifications to my degree. This report is made to show the reflection of module study to my skills improvement.
It's a useful and valuable skill to be able to write reflectively. It is a way to evaluate my own experiences and skills to draw on an experience. It can help me learn from my experiences in the future and develop my strategies. It can also boost my confidence and make my achievements good. We're used to explain what we've done and how we've done it. But it's also useful to think about what we did.

Employability skills 
In the report in first semester I did a full analysis of employability skills. Now, I will just quickly remind them and will go on in the main of my report in seconds semester. 
Employability abilities are described as competences essential not only for jobs, but also for advancement in an industry, such that one's capacity is reached, and strategic directions can effectively be implemented. Morgan, P. (2016) The findings of a wide range of research on literature are the employability skills that businesses need and can be split into the following 8 fundamental competences: Communication competences, teamwork, problem solving, autosuggestion, preparation and coordination, technical, lifelong learning and initiative and business skills.

Personal and key abilities self-assessment 
An assortment of basic skills is necessary in both work and everyday life, such as time management, problem solving, priorities and communications. Several I have recorded or tested these skills in school or at work and some of their specific and key competencies. It is important is to strive to acquire skills at higher levels and in different contexts, regardless of your previous experience. I can never say I have “gone" or "know" a key ability and do not think about it again.
Self-management skills 
At self-management, I'm cool. Without being pushed, I can handle my time well and do things right. I usually write down what I must do and sort it according to the value and time. I then write them in the calendar so I can clearly know when and what to do next. In this module I learnt also:
· Managing my time effectively (meeting deadlines, arriving on appointments, classes in time)
· Set realistic goals, priorities & standards. 
· Monitor, measurement and adaptation of own performance 
· Assess your personal values and assess your own potential for work.
· Showing intellectual flexibility (willing to see) 
 Working with others 
I have good teamwork and organising skills. According to the results of my presentation, I have a good mark in encouraging and affiliative. (See Appendix 1) In the group work I can:
· Respecting other people's views and values, adapting to group / team needs, taking initiatives, guiding, delegating the job, standing back, negotiating etc. 
· Delegate and support negotiating with individuals / groups— job for common goals (work to agree on playing with each other).
·  Adapting to others needs, taking initiatives, lead, standing back, negotiating, etc.
Manage my learning 
· In studying, I'm doing well. Time and effort are ready for new abilities. As an undergraduate, I undergo the free English and Mini programme for testing centres in addition to my degree.
· I carry on my own learning and development (surveillance, analysis and enhancement of my own performance; work on long-term goals). Demonstration of learning process comprehension. 
· Develop clear objectives, priorities and criteria.
· Build evaluate and change strategies to learning.
·  Use learning in current or different situations / contexts
Technology skills 
I've got technological skills. I can use specialised software packages (Power Point, MS Word, MS Excel), and not only have basic computer skills. Because in my first year I studied digital skills, they all specific software packages must be used, to learn how to use them.
Problem Solving 
In this module I learnt the key steps of identity the problem and how to make a right decision. 
· Identify the problem’s key features.
· To think of the problems on the side.
· Identify alternative.
·  Identify solutions.
· Preparing and execute the plan.
· Operate and adjust solutions and performance.
To improve my problem-solving skills, I applied for the volunteer opportunities provide by the “future” helping people solve their problems.

SWOT analysis of my strengths, weaknesses, treats and opportunities 
In order to succeed in the competitive world of today, it is essential that we can recognise the strengths, weaknesses and opportunities and threats posed.	
Strengths 
· I am very innovative and extremely creative. 
· With a new perspective on their brands, I often impress customers. 
· I'm in good contact with my customers and my team. 
· In order to find the right marketing perspective, I could ask the key questions. 
· I am fully committed to customer brand success.
·  I am hard working, reliable, have attention to details, honest.
·  have good research and analytical skills. 


Opportunities 
There are many things I can find in my search for success in my profession. Most of the possibilities I must make. My one-on- one education is a risk that I face today. This gives me the choice to make good use of the situation or not to take advantage of it and skip the occasion. For instance, I may not have an extra class, which I might have just because I didn't have to do it, so it's up to me and one others to get an open spot on a job, and we both have the same education background.
Threats 
In my future career, I face many obstacles on my way to success. Of course, the two biggest threats to me lie with others who seek the same success and are struggling to complete my education. I do not believe that evolving and implementing technologies is a threat to my advancement. 
Weaknesses 
· Timeliness.
· Lack of trust in men.
· No academic studies work experience.
· lack of table and database.
Mainly my social skills are my weakness and my lack of confidence in my way. I'm very open minded, but I cannot change direction and I'm set down my target because I follow what I consider to be best and gain momentum. Overcrowding may not seem like an obvious weakness, but if an error is created it can create obstacles. That frightens me as I stay there till, I'm in a stalemate rather than stopping when I know I can go the wrong way.
Illustration of job application
             I learned to write my resume in term two. In developing a Resume, the professor clarified to me what counts. For starters, I noticed that a one-page CV makes a good impact as it is brief and timely. Through my job interview, I have learned the best terminologies and techniques to succeed in an interview. An important source of information was the five tips provided by a Harvard career counsellor. I learned how the probability of an interview is increased by playing roles. The professor explained in detail how the interview could be performed, how to answer questions, my prospects for the future and the importance of recognising the weak and strong points. The teacher even shows us how to write a good written letter for a job application.

· Job description 

Sales and Marketing Assistant
Comet Branding Agency
Maidstone
Salary
£18,000 - £23,000 a year
Full-time
Experience:
Customer Service, 1 year (Preferred)
Education:
A-Level or equivalent (Preferred

Full Job Description
Earn and learn. New openings available! Start a new career before Christmas! We are looking for a determined and self- motivated Sales and Marketing Assistant that is eager for a new challenge.

In this Sales and Marketing Assistant position, you'll be promoting products, services and brands to an audience of both existing and potential customers.

If selected it will be your job to help increase sales and brand awareness by raising the profile of our clients, through targeted promotional marketing campaigns and strategies. Having experience is not a problem for us as we take great pride in developing people from scratch to become the industry specialists of the future. Ideal candidates must be over the age of 18, have a smart and professional image and somebody that genuinely has a passion for working with people face to face.

People from the following industries are highly regarded: hospitality, customer service, sales, sports, travel and retail.

We are strong believers of having our team trained in all aspects of our marketing campaigns so our successful candidates will train in the following areas:

Brand awareness and sales
Social medial
Presentations and public speaking
Client liaison and product launches
Management of teams and how to mentor to get the best out of people
The successful candidate will:

Have good organisational skills
Have excellent written and verbal communication
Be a strong team player
Work under pressure to tight deadlines
Have a keen eye for detail
Have a budget awareness and good business sense
Be driven, motivate and enthusiastic
Not require a work Visa as we do not offer sponsorship
What We Can Offer:

Great pay and incentives
Fun environment
Supportive team and exceptional mentoring
Invites to social and corporate events
Fully-fledged management position from entry level
Great location and travel opportunities
Apply now to avoid disappointment as the recruitment is already underway!

Job Type: Full-time

Salary: £18,000.00 to £23,000.00 /year

Experience:

Customer Service: 1 year (Preferred)
Education:

A-Level or equivalent (Preferred)
- 4 days ago-report job
(Indeed, 2019)


· Sales and Marketing Assistant CV

Sylvia Spasova
78 Wotton Green
Orpington
BR5 3PB
Email:  silviyamspasova@gmail.com                                           Mobile: 07393638681
_____________________________________________________________________________________

Summary 
I am seeking to use the strengths, talents and personal qualities that I currently have, to create real and tangible changes within the company, I seek to achieve a sale orientated role.
I've always played extremely well, especially and energetically, and I've been quite acquainted with delivering excellent customer service in every instance. I'm a very involved, focused selling specialist, with three years of experience, using the framework and inspiration in a fast-moving setting, which contributes to an exemplary productiveness.
_____________________________________________________________________________________
Education 
2019 - present- University of Wales Trinity Saint David, London UK Level 4 in Skills for the Workplace 
 
2017 - 2018- Bromley College, London - Level 2 
 
2014 - 2015- Walthamstow College, London - Level 1 
 
1994 - 1998- Designer College, BULGARIA
_____________________________________________________________________________________

Key skills:
• Great customer service 
• Excellent interpersonal communication skills, courteous and professional face to face manner 
• Highly organised and able to multi-task in a variety of situations 
• Ability to organise and prioritise 
• Efficient time management skills and able to prioritise work to maintain high standards
 • Bilingual in Bulgarian and English
 • Great team leader 
• Admin experience
_____________________________________________________________________________________
Experience 
Dani Style LTD UK     July 2019 - present                     Bookkeeper 
• Booking appointments
 • Administration work

TKMAX      2015- 2019        Sales Assistant Fashion Retail 
London
Main Duties
· Conducted routine training with all job-site technicians, instilling basic quality-assurance standards and minimising rework
· Held entry-level training for new employees, reducing on-site incidents by 37%
· Supervised the official quality-assurance certification standards for all technicians, ensuring that they are up to date and accurately documented
· Conducted briefings with senior management, presenting detailed information about how quality assurance is saving

Bulgaria cloth Shops   2010-2015      Retail assistant 
Bulgaria 
· Worked well as part of enthusiastic team 
· Experience in using selling techniques capable with selling promotions 
· Building up good relationship with suppliers, customers and colleagues 

References:  If needed 

_____________________________________________________________________________________


· Cover letter
See Appendix 1. 


Conclusion 
During the topic above, I discussed my section on scholarly research, analysis and referral techniques. My time management capabilities have been developed and my daily work development plan can be developed and implemented. Not only as a student but in the future workforce I will gain from these abilities. I have become time efficient, observant, and result- driven since I am not able to carry out assignments. I am now experienced at collecting and analysing and academically utilising documents, articles and blogs. Even the people I meet in my career will correlate academic skills effectively with real conditions as a student.
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