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Introduction

My name is Wioleta Knysz. I came to the England in 2009 to improve the financial quality of my life. In Poland, my origin country, that was extremely difficult without education. Studies were too expensive, and because I cannot afford it, I was not able to develop and achieve my goals. Earning only for a living made me feel trapped in a world of dreams that I will never realise.
I am so glad for the chance to work and learn in London. Finally, I can go forward.
I am currently studying Certificate of Higher Education in Skills for the Workplace at the University of Wales Trinity Saint David. I knew from the beginning that this program would give me a strong background for undergraduate studies, develop my skills and improve my work position.
I found “Academic and Employability Skills” module very interesting, motivating and full of relevant content.
In the report, I will raise the most important issues, in my opinion, which have already brought changes in my private and professional life.

Time Management

I start with this issue for a reason. I always had a problem with good time management, which is why, among other things, I started my planned studies so late, because 10 years after coming to the United Kingdom.
So far, time management has been my main weakness, but thanks to the course taken, it is gradually becoming my advantage.
I will be honest. Although I was aware that I could not deal with time properly, I did not do anything to change it. So, activities performed usually took a long time and the plans waited too long to be implemented. Because I tended to take a lot of things on myself, I ended up exhausted and frustrated. I believed this is my nature. I had no knowledge of the time management until I got to know the topic from the inside during university lectures. And everything changed.
At university, I have learned significant things. That I should not only plan basically, but I should split my goals into yearly, monthly, weekly and even daily planning (UWTSD, 2020). Organising tasks not only introduces order into my life but gives me free time every day. Thanks to this, all matters are taken care of calmly; I am closer to the main goal and finally have enough time to rest and enjoy. It was a fantastic revelation for me that reducing time wastage does not let my time pass (UWTSD, 2020). From that time, every day, I focus on my ‘To Do’ list and everything that disturbs me go on the side (replying for messages, answering calls, chatting with flatmates, checking social media etc.). That brought incredible peace to my life.

Inspired and full of motivation to change, I started to look for various sources of this topic.
And so, I came across “Work Smarter, Not Harder: 15 Time Management Tips that will Change your Life” (ProofHub, 2018). According to the ProofHub Blog (1998) article, multitasking not makes me faster and more productive at all. How wrong I was to think that doing several things at the same time, is make them quickly be behind me. Another issue, I got habit sleeping longer when having a day off, which should suppose to give me enough rest. In the end, I was rushing around to manage with all duties. Citing Mark Twain “Eat a live frog every morning and nothing worse will happen to you for the rest of the day” (ProofHub, 1998), the most significant work should be done as first in the morning (ProofHub, 1998). I do not have to do everything myself (ProofHub, 1998). If there is anything, I can get rid of or ask for help; I gladly give up doing this on my own (ProofHub, 1998). I found it helpful. Potential stress comes off from the beginning of the day and does not have any chance to accumulate over time.
I cannot say my Time Management is bad anymore. Now I understand I can control mostly everything that happens in my life. But this is still my number one task to be improved.


SWOT

Half-year ago, I did not know what SWOT is and how much it can help in implementing plans and getting to know myself. Whatever came to my mind, I was going for it and failing very often. I suspect that if I had previously been able to analyse everything in terms of SWOT, now I would be at a different stage in my life. I am so glad to possess that knowledge finally.
When I heard first time about SWOT at UWTSD lecture (2020), I knew that would change my approach to everything. I wanted to gather more information straight away and be 100% honest, describe myself under strength, weaknesses, opportunities and threats. 
So, I went through many articles about the stories of people who have achieved successes in their private and professional lives using SWOT analysis. I took all the remarks contained in the article “A comprehensive guide to creating your personal SWOT analysis” (Guthrie, 2020) to myself. Since that, before I start any task, I investigate my strengths and weaknesses, opportunities and threats that are associated with it (Guthrie, 2020). Because SWOT I am aware, self-confident and ready for a possible failure, after which I do not despair, but I take it for another chance for self-development. There is only one condition- SWOT required being honest and critical with myself (Guthrie, 2020), which is not easy.


Employability

I think it was only now that I really understood what employability is about. I always approached this subject consciously, with humility and with full commitment. But I was always looking for a job which will smoothly go with my skills, instead of finding a good and attractive job offer that I can adapt to. I do not want to say that was a wrong move, as because of that I could have only long-term employments. But it did not change my life too much. I did not take advantage of the employment sector’s flexibility, which made my professional life boring and monotonous.
Adapting myself to the dream job is not about stretching CV, being unreal or doing something forcefully. It is more like taking nice vacant as an opportunity to develop, improve your interpersonal and workplace skills- that is what I learned from the lesson at the UWTSD course (2020). That made me know that the world is open to me, and I can do anything.
I always wondered why some people jump from job to job every two years or so. I was wondering, instead of simply asking. Now I know that they not only collected experience but developed their employment skills in order to obtain the desired job. This is a hugely sagacious move.

According to Homden (2020), I understood I need to be “employable”. And to be employable, I have to possess various skills which can take place over months or even years (Homden, 2020). The only time limit that covers this depends on me, what and when I want to do in my life (Homden, 2020). This fact extremely inspires me to self-development.
That is why I am fully engaged with my studies. I treat them not only as of the treasury of knowledge and education but also as work experience and employability skills development (Homden, 2020).
I have gathered a lot of knowledge of employment from ACE lectures. Now I do not feel powerless, and that is a lot of progress.


CV Writing

Another thing that influenced me during university classes is the proper preparation of my CV. Doing this, every each time, was a nightmare. The lack of education meant that I had no idea how to improve the quality of my resume. Maybe that is why I changed jobs so rarely. Each new change was associated with an updating and working again on Curriculum Vitae.
Regarding the topic, Academic and Employability lectures at UWTSD introduced a revolution of my view and built my confidence.
I have realised I done it so wrong. Latest qualifications and experience always were in the bottom, where I should actually start with recent (Maund et all., 2017). So now, I am not surprised that my CV was not encouraging, since it did not attract attention at the beginning. Instead of focusing on the skills, the employer was looking for (Maund et all., 2017) I simply wrote down scrupulously about all the responsibilities of my previous work.

I am glad I started the Certificate of Higher Education in Skills for the Workplace course. That already changes my CV. The first impression passed. I have also changed the list of skills and, type and number of characteristics from previous employments to those that take attention and fit into a potential attractive job offer. As red on “The Business Student’s Guide to Study and Employability” (Morgan, 2017), the online recruitment process can be extremely cruel, because the lack of the required details in my CV or if it is too long, can take away my chances of getting a dream job in seconds. I have learned the most crucial thing from Peter Morgan (2017), I need to know how to sell myself, and the CV must be an excellent offer. And you know what? Thanks to the UWTSD and my research, now I have a wonderful idea how to do this.


Conclusion

Only half a year ago I thought that I could not achieve anything greater. But studies have already been able to bring about changes. Starting from my attitude and thinking, to managing my private life and the boldness in implementing plans. I got a raise after presenting my new skills and better commitment at work, in the wholesale warehouse. Sticking to the strict plan, I completed a series of online beauty courses and already started to work for my own, in my private beauty studio, between all national COVID-19 lockdowns. It is amazing that I was thinking about this for so many years and finally realised my dream within 6 months, as an impact of my studies at UWTSD.
Honestly, I could not choose a better course than the one I am currently studying. That is much more than proper preparation for work in any profession.
Above all, because the university program, mostly “Academic and Employability Skills” module, epidemic times was not as hard for me as it could have been. I was working on myself, developing, improving skills and bringing ‘NEW’ into my life.
I can safely say that these were the best months of my life. And most importantly, the most effective.
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