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· INTRODUCTION

The main purpose of this module, I have learned different many things and I got different topics. Initially I had no idea how complex academic English could be.
Additionally, I would like to explain what I have learned in second term. I have been learning in Academic and Employability Skills how to write a personal statement for your CV, how to write a perfect Cover Letter, Reflective Writing and Presentation Public Speaking. This knowledge will be useful to me and during classroom I have learned some activities. Alternatively, this Academic completely changed for me when I started the course Health Social Care in University of Wales Trinity Saint David.
According this module, reflection is considered integral part of learning process. This skill could be important to learn more about myself and how we learn and improving academic skills. However, involves thinking about what I have read or learned.








· TOPIC 1 CV WRITING
CV Writing is a document that used when applying for jobs before the interview. This document will be useful to summarize my skills, experience, education and training permit successful sell my ability to potential employers.
Additionally, I have learned that CV in the UK should be not longer than two sides of A4 and photography is not allowed in the document. Most importantly, should only include the main points of education, experience and do not repeat what I have said in my cover letter. Therefore, should be include contact details such full name, home address, mobile number and email address. Traditionally, in profile CV we must be introduced Personal Statement, be brief, clear and concise; include Education such a professional qualification, but first it must be ordered and specify the modules; Work experience should come before education and also must be order per date; Skills and Achievements, these list should be relevant abilities and also  languages is extremely important; Interests, proves the candidate’s personality and a good impression and References, is not necessary provide de names of references, but some employers would assume this in case.
On the one hand, CV Format is particularly important list everything chronological order that include work history and most recent achievements first. However, must be use active verbs, make sure email address sounds professional, because if is inappropriate must be create a new account for professional use. 
On the other hand, never lie or exaggerate on CV and always include a Cover Letter.

· [bookmark: _Hlk50091271]TOPIC 2 WRITING A COVER LETTER
Is a professional document that is sent together with the CV when applying for jobs. In another words it as a personal introduction (introduce myself) and helps to sell application. In this document is particularly important to relevant skills, experience, career goals and should write which position I am applying for Job. Normally should briefly and present. During in the classroom I have learned how to write a Cover Letter. When I will write Cover Letter, must have four paragraphs. First paragraph must open with the position I will apply, where I heard about the company and when I available to start the job; Second paragraph, I must explain I’m interested in working for the company; Third paragraph, I must to summarize and additional strengths, experience and skills of the job description; Ender the letter, I must to let my availability for interview and also when I finish by thanking the employer and say how I looking forward to receiving a response. Normally, include contact name and address and in general can greeting such as: Dear Sir/Madam; Dear Hiring manager or Dear Human Resources Director. There are some tips to increase my chances of success: The format presentation is extremely important, and I should make sure the details according size as I use in my CV.
According the organization, when I going to apply to position, I should rewrite cover letter every single time. Another point, always I should make sure if spelling and grammar are correct, but before I must pass someone such a family member or friend to look over.
Additionally, I have to clear and positive about my skills and experience requested in the job description.
Alternatively, as a I am student, I can learn directly from lecturer on University careers and employability service to access more how can I writing cover letter. 
· TOPIC 3 REFLECTIVE WRITING
Reflection writing is document for reflection where describe something what you learned. However, is used in a academic for response to a new experience or piece of writing. Also, can be used to analyze when researching a topic.
Additionally, I have learned there are factors could be affected how express by experience to perform better in future. I should analyze, explore and explain what happened and critising myself. Normally is reflective writing has a defined structure such a introduction, description, cause, effect, explain and critique.
Consequently, the interpretation is useful for the object or idea and should writing what I learned.
My observations from the classroom, I have learned some activities or tasks such a analysis and evaluation to build their knowledge, understanding, teachings methods about reflective writing.
Furthermore, when I started to study an University, my writing is more organized. I thought, I have developed and explored my reflection through new grammar, vocabulary and spelling. I had not idea how complex could academic writing. But I still not confident myself. I should pratique every single day writing, reading and listening. I was thinking, during in lockdown I will continue study English class to improve. I should to pratique more exercise or focus on grammar and vocabulary. Also, I learned the different structure of writing, paragraphs and references words. It helps me to make my paragraphs. 
In my opinion, I would agree the activities and exercises to make more habitude with the academic writing strategy and it will be successful in the future. 
· TOPIC 4 PRESENTATION PUBLIC SPEAKING SKILLS
The presentation public speaking refers to the talent of effectively addressing an audience. Normally is in front of group of people, have the ability to communicate with clarity and confidence. Also, may or not may interaction with speaker and audience. For me speaking is important and useful for demonstrates knowledge and confidence.
Firstly, this skill I have learned there some strategies for becoming a better speaker and presenter. Before when I going to presentation from assessment, make sure my plan such a communication, tools and I think about how I going to say. I used these strategies for pratique alone because help me become calm, comfortable and confident. 
Secondly, I try to control my voice by learning to breathe and control my nervous. Body language is another point more important for communicating without using words.  I should to pratique and developing speaking skills front a public. Due this pandemic on the second term I had experience of making a presentation by the Microsoft Team platform. For me it was very easy, because there was not interaction directly with the public. But there were disadvantages in relation to body behavior, there could be technical issues. In this presentation I had a bad experience in relation to the slides because I could not share the slides that I created in the Power Point and obviously I felt frustrated about this situation. But then I managed to resolve the situation. With this experience I have learned a lot and Next time I will be more prepared if we continue to take classes through Microsoft Team platforms.

CONCLUSION
In the end I will summarize the key points according with module Academic and Employability Skills.
In my opinion, I would agree with the teaching method at university, because I am going more better prepared for the job in the future. During the first and second term I have learn many topics such CV Writing, Writing a cover letter, Reflective Writing and Presentation Public Speaking Skills.
For me theses topics are particularly important and useful for us while students for learning how to write a CV and Cover Letter when the in future it is to apply for job search. I have developed my skills, my knowledge, understanding and each day I become more confident with the learning that I am acquiring along this academic path.
Lastly, I have prepared my CV and Cover Letter according to the learning I acquired with the lecturer, following several examples I learned in class through from activities and discussion ideas. I am very grateful to have this opportunity to learn how to prepare these documents that will be extremely useful for a better future. 
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APPENDIX 

· CV
Catia Margarida Barreto Silva Araujo
[bookmark: _Hlk50096833]Flat 2 28 Glenthrorne Road
New Southgate
London
N11 3HT
                                                                             Email: catianany16@gmail.com
                                                                             Mobile Phone: 07984738863
PROFILE:
A hardworking, focused and adaptable young individual with a strong desire to learn and progress. Has a warm and sympathetic personality using tact and good listening skills to organise and deal with emergencies calmly….
SKILLSETS:
Mature leadership and management techniques
Strong customer service using proactive interpersonal approach
Highly organised, flexible and reliable under pressure
Uses initiative in team environments
Logically inclined to problem solve
Language: Portuguese and English 
EMPLOYMENT HISTORY:
Cloakroom Attendant / Sacred River LTD, Sketch - July 2018 – July2020
Duties: Customer Service to guests.
Taking clients and guests coats, luggage and other personal belongings and providing them with a ticket number
Cloakroom Attendant, Etc., venues - March 2018 - June 2018
Duties:  Customer Service to guests during events.
Taking clients and guests coats, luggage and other personal belongings and providing them with a ticket number
Housekeeping Assistant / South Kensington Club, London – April 2017- February 2018
Duties: Complete the towels on ladies change room and studios
Cashier/ Bijou Brigitte Company Lda, Portugal – October 2014- December 2016
Duties: Customer Service; Restocking stock
Cashier /Reverie Simel, Portugal – November 2007- November 2012
Duties:  Customer Service; Restocking stock 
Cashier/ Mundo dos Fatos, Portugal- August 2005- February 2007
Duties: Customer Service; Restocking stock
EDUCATION AND TRAINING:
University of Wales Trinity Siant David
Certificate Skills for the Workplace (Health and Social Care)
Course English – Intermediate
UK School of Language, London – January 2019- May 2019
Lexis School of Languages, London – September 2017- December 2017
High School College
Montijo College, Portugal – November 2007- September 2008
Computer course
Formac- Training and Cultural Support Center, Lda, Lisbon, Portugal 
October 2003- March 2004




· Cover letter

Catia Araujo
Flat 2 28 Glenthorne Road
New Southgate
London
N11 3HT
catianany16@gmail.com

4th September 2020
Dear, 
I wish to apply for the position of Healthcare Assistant as I believe that I have interpersonal skills and enthusiasm first job. I do not have experience, but I have worked as Cloakroom Attendant for two years and had experience with service customers as a Cashier in my country. As a requested, I am enclosing my CV.
I am in the final of my course Health Social Care Level 4 in University of Wales Trinity saint David, but I will continue study for next Level. During my course, I have developed my skills, ability to work with many different types of people, I believe I could fit easily into your team.
I am flexible, quick to pick up new skills and eager to learn from others, I also have a lot of ideas, enthusiasm, dedicate and my capacity to deal working a team environment.
I would like to have opportunity to discuss with with you how I am suitable for the role to your company. I am available for the interview at any time you can contact me by email or phone.
I look forward to hearing from you.
Yours sincerely
(Sign your name here)
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