Academic and Employability Skills
BMSW4001 








Student name: Nicolae Tudor Brindusa
Id number: 1915722








Lecturer name: Anita Nan





Table of content

	
Academic report	3
Introduction…………………………………………………………………………………….3
Description	3
Feelings	4
Evaluation	6
Analysis	7
Conclusion	9
Action Plan	10
References	11






[bookmark: _Hlk49202104]Academic report
Introduction
The purpose of this academic report is about what skills have we learned this term and at least one or two skills from the last term also we have to reflect on our learnings.
The academic classes are great sources for learning and developing skills for professional and career growth. I had my academic classes where I learned a lot for preparing my career and professional growth in my future. This part is about the reflection of those learning from my classes and lectures. In this small introduction I would like to describe the topics which mostly I enjoyed in the classes. I have chosen one of the most important in my opinion CV-writing, writing a cover letter, reflective writing using Gibbs model, presentation / public speaking skills and Time Management. For the reflection of my learning, I will use the Gibbs model of reflection. 
[bookmark: _Toc39781414]Description
In my class, the academic skills that have been provided are more helpful for me to learn new skills for my future profession. In the academic classes, I learned about the academic process that is required for an individual in professional life such as public speaking, presentation skills, CV writing, personal profile statement, cover letter writing, analytical and critical thinking and different other theoretical analysis of the different matters. The most effective learning from the academic session were CV writing, presentation skill, and reflective writing. 
 In the academic classes, the teacher provided us with detailed information about learning these topics also showed some mode and techniques which can be followed for developing the skills required for professional and career development. 
I would like to start with CV-writing because I think it is the most important in our career, I can say all of us we are selling our time for money even though, it is important to do in the best way. Before the session I had some knowledge about what is an CV, what aim does it has, how should it look like, but not as many as I have gained from that session. I can easily remember that CV had to include several headings like personal details, career objective, education and qualifications, also the abilities are very important because those will describe you like what kind of person do you are, also what kind of hobbies you have. I can easily remember also that in U.K. CV it is not required to upload a photo in CV, also my home address if I think it is not relevant for the specific job applied for. 
I might find very interesting what I have learned about personal profile statement that, it should be briefly, clear and concise and should not be longer than three lines, and the most important if I will use one, I will be needed to support it with evidence.
Another important topic is cover letter writing, I would like to be honest, before to that season with my lecturer I barely have an idea from my knowledge what it could be. After the session, I have learned what is a cover letter, how I should design it. I find this very important to me because in my past I never used a cover letter, from different reasons, first of all I did not known how to write it, my previous jobs did not have such a big impact on the development of my professional career like today.
[bookmark: _Hlk49044092]From one of my academic lectures, I have learned a lot about reflective writing, I have learned what is Gibbs' reflective cycle, and I feel it is meaningful to me because now I have a better idea how my academic reflective report should be, what kind of questions I should answer, and the most important how to design my report using all the information needed together to gather an wonderful shape using Gibb`s reflective model
The last week of the second term was focused on power point presentation skill. I learnt everything new and helpful. I said new because it is almost kind of new for me because, I used in my past a few times power point presentation, but not in real sense. I can easily say I was just playing around with this. I would like to list a few tips that our teacher showed us, such as creating a presentation requires a lot of attention, I can say that the font size which we will use should be 18, we should use Times New Roman font, also when we design our slides we need to use right colors, we have to be careful at shadows. Also when we present we should speak naturally, clearly, we could also repeat critical information. Another important tip is about body language, it is good to keep our eyes on audience, also to use natural gestures, and the most important to do not turn our back to the audience. 
[bookmark: _Toc39781415][bookmark: _Hlk48583005]Feelings
From my academic lectures, I have learned a lot about CV-writing, personal profile statement, and the requirements for the development of a cover letter which definitely will be useful in my professional life. From my observation, the things that I have learned from the academic session will help me in the future with formulating my goals and objectives with my profession and work for my personal development.
In the second week of the second term I learned about writing a CV, I felt that this lesson would become interesting for me because I know something about what a is a CV, but I can gain some extra knowledge that I think I will definitely use them in the future. That is how it was, it was much better than I expected. Now I really know how to write a CV. 
On following week I learnt how to write a cover letter, in the first instance at the beginning of the session I had a feeling, I seemed sort of joy, interesting because, it will be definitely very useful in my future professional life.
Reflective writing is another topic that my teacher taught me, at the beginning of that session, I did not have much idea what it could have been, but by the way the teacher tried to capture our interest, I dedicated myself in that session, and I did a very good thing, because now I know how to write this reflective report also it is much easier for me to reflect on the lessons taught by my teacher.
I have chosen the last topic I learned in this second semester, it is power point presentation and public speaking. At the beginning of the session I felt a little indifferent, at that moment I was probably thinking about why I have to learn this, maybe it will never work for me, but after a while I realized that I will definitely need this in future. As our teacher taught us, I felt curious, I was focused on the information presented. At the end of the session I felt a sense of gratitude because I realized how useful they will be for me in the future.
Leaning from my classes has various positive effects. From academic learning I concluded that learning is a continuous process that helped me to be focused on my lessons. Being focused on the lesson allows me to learn more and imply those in my perspective so that I can observe my skills. The learning process from the academic classes has several benefits for me such as developing my skills with my efforts, continuous learning, having an idea about professional life before entering the profession, presentation skill. Mostly the basic skills that are required for a professional for his or her career are taught in the academic classes. With proper utilization of the academic classes, one can also develop hard skills for the profession with the suggestion and guide by the lecturer. Overall, my lecturer helped me a lot with my preparation for my future academic life and also for career. In the classes, there were a lot of sessions and programs where some practical skills were directly shown by the lecturer for motivating the students. Also, our lecturer gave us an individual task to do in each session and I am grateful because, I become involved and try to accomplish this task, in a previously mentioned time interval in which we had to perform this task, our lecturer answered us individually about what we had done.
I have been motivated with those activities and also the lecturer motivated us about practicing for developing skills personally which helped me most (Allen, 2011). 

[bookmark: _Toc39781416]Evaluation
In my personal opinion, the classes in the academic session helped most of the students in a great deal. For me, the academic classes were the basic start-up for my journey towards my profession. The academic lectures and classes helped me with different things. Most of the benefits are as follows: 
· The presentation is an important topic that I enjoyed. Our lecturer presented a lot of tips on power point presentation, I consider all this very useful for me, because before that session I had many lacks. In general, presentation is a skill that requires a lot of practice, self-confidence, however I can say that the experience of the online study via Microsoft Teams is not the best way like in a real academic class. All of us we are in this current pandemic situation, and we understand that it was the best lesson which we could get. Otherwise, if we were attending in class at the university, we could present, practice more and the most important to recive feedback about our presentation. Overall it was very useful to me.
· Reflective writing is another important topic which I learned, that reflective writing is a process by which I think deeply about a certain thing, an action that happened in the past with the purpose to learn from it. Thinking about what I did, what I could have done differently, what effects this change could have will help me in the future. To write reflectively can be seem hard, and I am sure it is not easy because I have not done that before to that session when our lecturer gave us a short task to write about a chosen topic by herself.  I did my job pretty well, and I felt involved that matters a lot because almost all my colleagues did the same thing. Also, after fulfilling the task, the teacher gave us feedback for each of us. Seeing the feedback for my task, analyzing what my colleagues had done differently, I realized what I had not done and what I could have done better. It was interesting to fulfil such a task and I felt very involved and grateful.
· Another important thing has been varied from my academic classes is CV writing and cover letter writing which is the first initiation of the job application process. A cover letter is important for convincing the employer with own words. A standard CV is important for attracting the employer to call the applicant for the job or interview. In the class, I have learned to write proficient CVs and cover letters.  
· Time management is one of the topics I learned in the first term. Before that session, I did not know much about this topic. In this session we learned how to spend our time very effectively. It was useful to me because after this session I know how to organize and plan how long I will spend on specific activities.

[bookmark: _Toc39781417]Analysis
In the online sessions the lecturer taught the student different skills. Most of them are academic skills. But with the lectures and sessions, some practical skills for the profession have also been practiced in the classes. Some of the skills that I have learned from the classes and sessions are stated below: 
· Presentation skill: The presentation skill is the most important skill for my profession which I have learned from the classes and session. In the class, there were different sessions where each student had to take part in. I also participated in a different presentation which helped me with learning the presentation skills (Honey and Mumford four Learning Styles, 2017). 
Before this session I barely knew some basic information about the power point presentation, during this session I learned about the following: It would be advisable to use the Times New Roman font, the font size should be at least 18, it would be appropriate to describe how possibly the key words we would like to talk about, if we decide to use diagrams, tables we should be careful how they look in the slide, shadows, colors that contrast with others also body language is very important, do not turn your back to the audience, and most importantly for me to repeat as much as possible before presenting. I want to thank the teacher for the way she taught us, she made us get involved in this session.
In this second term we had to make two power point presentations as a group at ETW and MAE. Based on the knowledge gained in that session taught by our teacher, we managed to design and present for these two modules mentioned above. In the first instance for me being a unique thing, which I had never done before in front of a real audience, the impact of the audience is huge, I felt agitated, I had emotions but it turned out well. In the second presentation it was relatively much easier because I realized what I had done wrong, what other teams did, it was a total success.
· CV and Cover Letter Writing: CV writing and cover letter writing are the first initiations of the job application process. A cover letter is important for convincing the employer with own words. A standard CV is important for attracting the employer to call the applicant for the job or interview. In the class, the lecturers have provided enough information about writing a standard CV and cover letter (Hillage and Pollard, 2018).  
Writing a resume is important as I mentioned above in the descriptive part, because I believe that any of us at some point will be able to make a change in our professional life, for example to get the first job, to change the current field in which we work and when we do that, we would like to get that job. To do this in the best possible way, we need a CV that should include: the desired position, my details, name, surname, could be social media like Linkedin for an example also may be the address if I consider it relevant to the position applied, our studies, our professional experiences, qualifications, volunteer programs, and our hobbies.
From my point of view, it is one of the most important topics I learned in this session. I enjoyed every minute spent on this topic also it was meaningful to me because I learned a lot about what it mean to write a CV, a cover letter that accompanies a cv as well all this helped me reflect on my current CV, what mistakes I made in the past. For instance, I said I am a team player but in hobbies I affirmed that I enjoy reading, watching movies, and this combination was bad enough. Now I comprehend how to build a strong CV even if I do not have so much work experience. The topic about Writing a CV was delightful because in my future I will build a strong CV and that gives me more opportunity in the future to get the desired job.
· Reflective writing: According to Oxford English Dictionary (2012) Reflection is defined as a process by which I think deeply about a certain thing, or an action that happened in the past with the purpose to learn from it. Thinking about what I did, how it was, what I could have done differently, what effects this change could have with the purpose of learn from it and then move forward. In this session I learned a lot about different models of reflective writing. I learned about what is Gibs' Reflective Cycle and I was delighted because I now have a better idea of ​​how my reflective report should be structured, based on this structure what questions I am required to answer. It will be built along six headings that will include: introduction, description, feelings, evaluations, analysis, conclusions and action plan.
From this session I learned a lot about reflective writing. Before this session I had no idea what it could have been, it was something completely new. In this session, the teacher taught us how to write reflectively, she gave us a short task to fulfil using this knowledge. Being something new to me, I think I did pretty well. I liked it because I felt involved, grateful that I understood how to do it. I learned about analytical thinking and critical thinking. With the help of analytical thinking we can think of a problem by approaching different angles while critical thinking requires a broader approach through analysis, in order to arrive at the best possible solution in the conditions in which the thinker is conscious.
· Time Management: Time management is the process of organizing and planning how much time I spend on specific activities. The lecturer presented some tips and techniques that allow us to spend your time effectively. Obviously, before that session, I barely had an idea on this subject. I felt excited that I could gain knowledge that would be useful to me in the future. In every profession time management is very important to keep pace with the operations of the organization and with competition in the job market.

[bookmark: _Toc39781418]Conclusion
From the overall discussion, the analysis of the academic and employability skills, it can be observed that the skills are the result of learning which begins at the academic stage of a student. With the learning habit of a student, he or she can imply different modes of different learning strategies for developing skills. The implementation of the learning process is the result of academic classes and lectures. In the academic classes, both employability skills and academic skills are taught. It is up to the student who is to catch the things up and imply in practical learning. The academic classes are the beginner of the journey of professional life, without academic learning a man scarcely improves the learning habit. 
I have started to learn about the skills and techniques in the academic classes where I used to realize my talents and skills. I took suggestions and guidance from the lecturers for the development of my skills and learning new skills. I have learned about presentation skills, public speaking, CV and Cover Letter Writing, Reflective Writing also Time Management. The lacking of my skill that I can observe is academic writing that I have to learn and develop in me. 
[bookmark: _Toc39781419][bookmark: _Hlk49200417]Action Plan
It is a known fact that all skills must be practiced to enhance them and so I must do the same to improve on my skills. To improve my public speaking and presentation skills I will have to practice with my mates so that I can deliver information clearly and concisely. Time management is a very important skill and this can be utilized in our day to day activities making my daily tasks more organized and at the same time, I will be able to get all the important work done in time without forgetting any of them. The academic writting skills in my case can be sharpened through constant reading and picking up an interesting topic to research on. This will also make me a very informed individual which is always a good thing in the business world. Researching will also help me learn theories that can be implemented in my day to day career activities making my work informative and reliable for the company. 
 












	



References

Allen, M., 2011. Employability: What Are Employers Looking For? - Careers Advice - Jobs.Ac.Uk. Jobs.ac.uk. 
ELN Resources. 2017. Honey And Mumford Four Learning Styles. Available at: <https://resources.eln.io/honey-and-mumford-learning-styles/> 
Hillage, J., and Pollard, E., 2018. Jones, C., 2017. The Taylor Review Was Right About Digital Skills. [online] Personnel Today. 
The Oxford English Dictionary[online](2012)  Oxford:  Oxford  University  Press  [Accessed:  24  Monday,August,24 ]. Available at:http://www.oed.com/





2

