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1.Introduction



Academic employability skills are very important because they prepare us for student life and career. Studies show that these skills are essential to give students the confidence to start and develop a successful career. Every student needs these skills to survive in this increasingly modern environment and at work in the activities that are required to be performed.
One of the most important things we learned was academic writing. The reader taught us how to make Harvard-style references. We learned what paraphrasing means, we did exercises, and we were given examples. We were taught the differences and similarities between an essay and a report. Another important thing learned in this course was how to plan my time to be able to fulfil all the activities I propose, to have enough time to complete my daily activities.
Summarising is another important skill in academic writing. It enables me to extract the most important points from a text and rewrite them in my own words, in a shortened form. Such skills are invaluable when you are note taking and researching for an essay. Being able to write a good summary also demonstrates that I have fully understood the text I am reading.
I learned how to do a Swot analysis, and how important it is to know our strengths, weaknesses, opportunities and threats, to know what needs to be improved in ourselves and what our strengths are.
In the second semester, the lecturer taught us how to write a CV. The CV is very important when we are looking for a job. A properly done resume helps me to successfully find the job I want. And of course, the skills learned, put in the resume, will be very important for employers. I also learned how to successfully pass an interview and what are the important aspects that I need to keep in mind and that the employer will place great value on, such as what are my prospects, what are my skills, how important is it to identify my weaknesses, and also to answer questions when I am in the interview. Public speaking is not an innate talent, but an acquired one. Anyone can learn this ability. In this module, I learned how not to be afraid to speak in public. the teacher taught us how to write a welcome letter when applying for a job. 





















2. Employability Skills

Employability skills are very important in my career. I learned what skills are needed to be a good employee and to have a chance to advance. Among the skills I learned this module during the 2 semesters are: 
Communication. It is the most important. In any company, the exchange of information leads to good results. Whether it is communication between colleagues or between employees and employers. We must know how to tell our point of view so that the one we communicate with understands exactly what we want. let's say, let's not be misunderstood. I understand that good and open and direct communication leads to good results. I understand what is behind some arguments, excuses, messages or motivations. I know people by their way of communication. I deal with conflicts and misunderstandings. Even if I criticize or draw attention to something done wrong, I do it in a positive way respecting the emotions of the other.
Problem-solving. Having this ability I can resolve misunderstandings, I can overcome small conflicts more easily. Having this ability I will grow in the eyes of the employer, he will rely on me considering that I will be able to settle conflicts. I approach a certain task by dividing it into several sub-tasks, in a systematic and detailed way. I anticipate the consequences of my actions in different situations. I always think of multiple explanations or alternatives for a situation. I identify in advance the information I need to effectively solve a problem. I anticipate possible obstacles and outline plans to prevent them.
Teamwork is a competence that can be found in the requirements for almost every job available in a company. The recruitment specialist analyzes this competence during the selection process, using different means of investigations: specific questions that evaluate the ability of personal interrelation and understanding of the needs of a person with whom it interests. I show interest in establishing contacts with colleagues. I interact effectively with employees in different situations. I understand the role of each person in the group. I focus on team goals, not just personal goals. I respect the rights and convictions of others. I listen and understand the needs and feelings of those around me. I encourage open discussions, share ideas and suggestions with colleagues.
Adaptability. A person defined by adaptability changes the working method or approach when necessary, to reach a goal or to fulfil a task. It also adjusts the style or the way of working according to each situation. Because of variations in the economic environment are not predictable, the companies have proposed to be more flexible and agile. Therefore, they need, in their turn, candidates who easily adapt to external pressures and work needs, who easily embrace new ideas, are entrepreneurs and resourceful and rise to the level of any challenge. My adaptability skills are: I easily adapt to changes in the work environment. I change my position opinions if someone is presented with arguments or evidence to the contrary. I recognize the merits of different work approaches and use them to carry out my work activities. I think quickly, analyze the alternatives efficiently and act accordingly. I accept new challenges. I react well to changing priorities and tasks. I modify my behaviour to adapt to the situations or to meet the expectations of those around me






3. CV Writing


Before you start thinking about how to write a good resume, you need to answer the question of what a resume means to your employer and how important it is. The simplest answer is - your resume is a personal business biography. List of all the things that recommend you as the right candidate for a certain position. If you want to get the job, make sure your resume is rich in content and well written. This is an opportunity to present yourself in the best possible light, detaching yourself from the competition. So take your time and write your resume, because a good resume can make the difference between success and failure. The resume is a job that needs to be taken seriously. Give yourself time just for that and don't rush. Preparing a resume should be treated as a big step that can lead you to the job you want.
I follow the next tips to help me make a good resume: I write it as transparent and easy to read. I highlight my strengths, I pass my work experience in chronological order, to make it easier for the employer to see the last job, which is the most important. I do not overcrowd my CV, I just pass what is important, short and clear sentences.








4.Cover letter

The letter of intent is a structured document, of maximum one page, sent to the employer, in which I express my desire to work within the company, proving that I have all the necessary qualities for the respective job. As the name suggests, the cover letter must show my motivation. The organization of the cover letter will change depending on the candidate's experience.
There are as many letters as job announcements. For my application file not to go unnoticed by the employer, it is very important that in the letter of intent I demonstrate my interest in the company and the job and show that I have enough information to motivate me to apply for the proposed job. Through the letter of intent, I have the opportunity to highlight the qualities that I could not explain in the CV, a document that is not provided for this purpose. Very often the letter of intent is a determining factor for certain important positions. When writing a letter of intent I have the opportunity to use certain common introductory or concluding phrases. However, through the content of the letter of intent, I must demonstrate my creativity to the employer. This can differentiate me from the other candidates. In some cases, the cover letter is more important than the resume. Although the information presented in the content of the cover letter may be different, it must contain some key information regarding my motivation, desire to be contacted to set up an appointment, reasons why I consider myself the right person for the job. respectively.




5. Public speaking

Oratory can be learned by anyone who wants to advance in their career. However, public speaking has a lot of other benefits that should not be ignored before saying that you will never learn the practice of public speaking. Below are the most important of them:
Get rid of shyness. Public speaking gives you confidence and helps you overcome your fears associated with this activity. Establishing a connection with the public will make you more confident that your opinions and expertise matter, and this trust will also benefit your personal life (you will be much more open and natural at meetings). Even if the emotions do not disappear completely, the confidence you will gain after a successful speech will teach you to turn your fears into strengths.
Supports critical thinking. Public speaking is a great way to develop your critical thinking. The documentation part and the writing of the speech (from stimulating the public interest to the last sentence) are not enough to convey the message to the public. You need to be relevant in what you say, convey to the audience how you see things, and think about what questions they might have about the topic of the speech, and do their best to provide an answer to those questions.
Improves communication skills. When working on a speech you have to pay attention to the structure (beginning, content, memorable end) and use the right words to convey your message. Public speaking means communicating ideas, and this once learned, will help you with both intense situations at work and in personal relationships. Public speaking can help you deal with different opinions calmly and with arguments expressed coherently. 

Develop leadership skills. If you let others take the initiative and speak, your ideas will be lost in nothingness. Public speaking will even help you speak calmly and convincingly, and when your ideas are accepted by colleagues around you, you will have taken the first step in becoming a leader. If you give public speeches without problems and you can convince the audience that your ideas are good, then there is a good chance that this will happen on a smaller scale, for example, at work, in front of colleagues.
























6.Conclusion


This module helped me to discover and find myself, to highlight my strengths, and I work on my weaknesses to improve them. I had skills that I didn't know I had, and now I have found myself. At the same time, I had weaknesses that I could not overcome, and how I managed to get over them and make them qualities, not weaknesses. I am more prepared for the next job I will have, I know what I need to talk about, my fear of speaking in public has disappeared, I know what I want, I have targets that I want to reach.
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8.Appendices


I don't have exercises in class this semester due to the pandemic. But I can put the exercises in class in the first semester.
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3 Practice exercise: Summarising

B Read the text (3.1) on the followin pae and the summaries (a)-(c).
Rate them 1 (best) to 3.

(a) Disruptive technology, according to twa researchers from the
Harvard Business School, is a new invention which attracts
enough buyers to become established in the market, and then

toimprove and grow. For example, the first digital cameras,
launched in the mid-1980s, took poor quality pictures and were
costly, but had some important benefits. Today they dominate
the market, and the older type of camera which uses film is
now a niche market.

(b) Bower and Christensen introduced the term ‘disruptive
technology’ in 1995, to characterise a new technology which
sold well enough to enter the market, and could then be
developed further. The digital camera, for instance, was
orginally expensive and had low picture quality. Howover, its 2
significant advantages of immediate results and producing
images which could be processed on a computer, quickly
allowed it to virtually replace traditional film cameras.

(o) Digital cameras are a good example of a disruptive technology,
aterm used by Bower and Christensen of Harvard Business
School in 1995 to describe a new technology that initally wins
enough market share to survive and develop. These cameras
at first produced inferior pictures, but had the advantages of /{
showing the photo instantly, and allowing the user to
download the image. In a few years they became dominant in
the camera market, while traditional film cameras were almost

redundant.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module)

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we're going to do it, how incredible we're going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the

proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don't clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll s0on face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts 50 you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That's where the practice
of “reframing” comes in; stopping and asking yourself .. on a scale from 1 to 10, how important s this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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