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Sonia Santos – 1920569
Academic and Employability Skills


In this report I will be looking at, and discussing in detail, 4 key areas studied in Term 1 and Term 2.
I have chosen to reflect on: Gathering relevant information, CV writing, Employability Skills and Reflective writing.
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Gathering relevant information

I believe the key in this area is in the title, relevant. It is easy to go off topic when gathering information, especially when looking at multiple sources at the same time. Fatigue, confusion and even boredom can really kick in and this will really show in the information you have drawn. You may find you have noted down extremely specific but extremely irrelevant information. In order to obtain this relevant information, you must have key objectives as to what it is you are looking for. Preparation is very important. If you know exactly what you are looking for it will be easier to find and more time effective. It could save you hours of browsing through unnecessary information or data which can also be very confusing.
Making sure the information you have collected is relevant includes other aspects such as making sure the source is credible, impartial, and consistent. It is also worth noting that information must be date appropriate. For example, it would not be a good idea to take information regarding latest technology from a Source written in 1995. 
Impartiality is important to consider as certain sources may have conflicts of interest or be directly affiliated by certain companies or associates. It would be like using Coca Cola as a source when reporting on a healthy drink. It would be in their own best interest to promote things such as low sugar or calories in their drinks. This would not be considered as impartial.
Although the internet has been hugely beneficial with regards to collecting information, it can also be tricky to navigate and understand which websites are credible. We are in a world where virtually anyone can create a website and upload content they choose. This is often opinion or hear say.
Wikipedia for example has been known to be inaccurate due to the ability of people being able to add or edit the content quite easily.
Good sources can be found on academic databases, scholarly databases online, libraries and newspapers, to name a few.
Note taking also comes into play when gathering information. Similarly, to ensuring the information is relevant, notes must be the same but most importantly, clear. There is nothing worse then realising you have taken vital notes only to find out that you cannot read your own writing or that you cannot remember what that note is in relation to. Being able use a system that works for you is crucial, as it is only going to be you that uses the notes.


Reference 
Writing Capstone – Finding Good Sources (Youtube) 20.07.2009 by IUSoutheast
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Employability Skills

Your employability is essentially the value you could add to a business. It is a term that can be interpretated widely. From having specific skills to being friendly. It covers all aspects of an individual and their value in employment. 
The great thing about employability is that you can always add to it and improve yourself as a person and more specifically as an applicant. The more you can add to yourself, the more appeal you will have to employers and recruiters.
Other aspects are things such as your experience, personal attributes and behaviours. More often than not our employability overlaps with who we are in our personal lives. Being an outgoing and friendly person in general can be an advantage in many jobs and will come naturally to many people. Others may have an analytical personality which would also suit some job roles such as a role within finance. 
Having said that, as mentioned above, these are also things that you can gain and improve on. If you know you need to work on a particular aspect of your employability for a specific role then you can work towards this. Obvious things to gain are qualifications which you know you will need for the job you are applying for.
In some circumstances your social capital also plays a big part in your employability. This is who you know rather than what you know. It can be a great advantage to be part of a particular social circle or as some say, have friends in high places. 
In general, employers want a well-rounded person. To be able to have many of the attributes they are looking for rather than being strong in one area and week in another. 
A different way to look at employability is to look at it as a transaction. Your employability is what you can offer them in return for what they can offer you.
We have to be honest with ourselves regarding what we can actually offer, and if we are not able to then to admit this but be willing to work on these.


Reference
What is employability? (youtube) 15.01.2018 by Push Talks 
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A CV (Curriculum Vitae) is usually the first contact that an employer will have with you. This is what they will use to form their first impression of you as an applicant. It is the single most important document you will need when searching for a job.
Employers have thousands of CV’s cross their desks every day, some of which are not even given a second glance. It is vital that your CV shows the best of you as an individual, especially in a very competitive market and world we find ourselves in right now. It will need to be what separates you from other applicants and makes you memorable.
Although we may agonise for hours about our CV and what to include on it, an employer can make a decision whether to even consider you for a role within 10 seconds.
Personally, I believe that each CV you send should be adapted for the specific role you are applying for. It can be a big mistake to send the same CV to various employers for various different roles. It is better to consider the quality of your CV and to understand your audience which will either be the employer directly or on some occasions, a recruiter.
People often miss the objective of a CV. It is to get you to be invited for an interview. On its own, your CV will not get you a job. It is a portal you can use to get to the next step and be able to show your qualities even further in a one to one interview.
A good CV should include a profile. This is some basic information about yourself and any special interests you may have.
Your employment history should be listed by most recent first. It should always be relevant. For example, it would not be advised to add a part time job you had when you were 18 working in a department store while you are now applying for a role at an accounting business. This would be a waste of space on your CV and really put employers off.
An important part of your CV is your skills and education. Similar to your employment history, this should be relevant to the role you are applying for. GCSE’s should not be added if you already have a degree as this already surpasses your previous level of education.
The length of your CV should also be considered. It can be difficult to hold back when trying to essentially sell yourself as a potential candidate however you must put yourself in the employers shoe. It is very unlikely that an employer will look a 5 page CV. This is excessive and time consuming. It should be concise and appropriate to the employer.
You may find that some employers will request a cover letter. Here you will have the opportunity to provide specific details about your interest in the particular role and showcase any research you have done about the company.

















Reflective writing 

This can be based on reality or on fictional scenes and is where you can look back at an event or something that happened.
It is a process which can really help build your learning and gives you time to look at events in a different light. Usually when things happen in the moment there isn’t time to use different perspectives or look deeper as it is happening right now.
Being a reflective thinker means you are aware that you can always improve regardless of your level. There is always something we can learn from past experiences or another way that we could have dealt with a situation.
As Gibbs 1988, states “It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.”
This quote puts it perfectly. In order to grow, we must reflect, whether we do this on real experiences or proposed scenarios.’
The reflective process must include feelings, evaluations and most importantly, personal action plan. Without a plan we are unable to handle the situation differently or more effectively should a similar situation arise.
Sometimes we are unable to reflect on experiences that we have not yet had. This is where the scenarios come into place. We can create these ourselves or can obtain specifically related scenarios from peers. By using someone else’s experience we can also share this reflection and it may be that we look at it differently to them allowing us both to grow whilst sharing different perspectives.
I believe different perspectives can come from your upbringing, culture, race or personal experience. It is therefore very important that we reflect. We can also learn from other cultures and other experiences that colleagues may have had. It may be that we notice we are biased in some reflection due to past personal experience, it can be difficult to challenge this as it could be a fundamental part of who we are.
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