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1.- Introduction

In my opinion Academic and Employability skill are one of the most important and interesting part of my studies across all other models. We can learn all the relevant skills and methods that we will need to achieve our degree and prepare us to meet all the challenges that we'll face in a good position in a great company. Through learning the necessary verbal and written skills during this course it will open our mind to face issues in different ways; which really has helped me to step back and see the challenges ahead of me from an observed and analytics perspective. Various academical points will help me make the right decision and convey them in an informed, sophisticated manner. The four points below express my view about the reflection model I would like to write more about as the models that are most important for me are notably the time management, academic writing, referencing, CV writing and cover letter writing. I have already used all of these academic skills on an unconsciously level, but to go further and learn to use them in the conscious way will lead to easier, more structured solutions


2.- Reflection model

In my opinion reflective writing, is the basis of reflective thinking and the most interesting topic from this subject. To utilise any experience
e we gain throughout our lives to improve our career should be the aim of everyone. “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).
Learning in class about Kolb’s Experiential Learning Cycle showed me the framework which allows me to understand the subject of reflective writing and reminded me of several learning experiences that I have made in this way.
To learn from our mistakes and successes makes us increasingly more mature both in personal and professional life, if we don't reflect on our past actions, we'll be more likely to repeat accidentally ourselves subconsciously, but for sure not consciously. I was able to benefit from a wide range of new knowledge from the class and also refresh my memory.  The two main component of reflective writing are analysis and personal reflection have significant depth and breadth; reflecting writing is the seed of reflective thinking and both have helped me on many occasions to write and to reread my cover letter as well as my CV before interviews. To read the relevant points of my carrier before the interview can help to emphasize my strengths for the actual position. Whilst studying Kolb’s learning theory (Kolb,1984) I became conscious of how important the similarity compared with reflective writing. Due to the more personal nature of reflective writing, I found it much easier to use than academic writing; I could rely on personal objective and conclusions instead of utilising lots of external references. The Concrete Experience is the basis of every experience, we realise the impact or information somehow and before we fully understand this starts our Reflective Observation. The Abstract Conceptualisation already reflects on the new ideas rising based on the new experiment while the Active Experimentation works on how to use or realise the new ideas based on the new experiment.
This knowledge gives me a conscious approach for finding wise solutions in the future which in the past I sometime could do instinctively.
For example Kolb’s learning theory is usually used when starting a new job in a new workplace. The first stage is always to build the Concrete Experience in order to realise what type of new tasks need to be filled, who are my new colleagues or customers and what are the requirement and expectations regarding of my work. The Reflective Observation is to think over how can I adapt my knowledge and previous experiences to best fit with the new circumstances. The Abstract Conceptualisation are the concrete ideas to use and to realise during my work and actively adapt them later on while the Active Experimentation is the real results during the activities completed in the practice of work


3. Time management:

Time is money! Based on the old proverb and as we step forward in our career path time become more and more valued; Bearing this in mind we have to use our time in a wisely.  To do daily and weekly based “to do” lists really help us plane and to use our time on the right way. Much easier to follow our plan to designed in advance for our benefits than to always about the next step. In this case, the “ad-hoc” created next step isn't always the correct choice and not following the right plane can lead us to failure. It is wise to follow SMART goals (smart, measurable, achievable, realistic, time-related). On many occasions, my duties were wasting my time and overloaded me with unimportant things; the weakly and daily to do plan will help me to use my available time in the right way. I after noticing that my time was not always used in the most effective way, I realised how many hours I have to use. Based on my lecturer’s advice, I wrote my first weekly to do list. Doing this I could highlight important and useful activities bring my working hours to a maximum of 2 hours daily and I don’t work every day, freeing up many hours to learn and do important things. Since this realisation I am making daily and weekly plans categorising my tasks according to importance. During this module the Eisenhower and Pareto’s principle taught me to select what is important, unimportant or deceptive and which tasks to focus on and why. It was really impressive to learn that all of our achievements are usually based on the best 20% of our input, and even that input could be from less than a quarter of our to do lists. That information really enforced which the tasks I need to be working on and which order to complete them. The biggest benefit from using the daily and weekly to do lists was the reduction in the time for irrelevant activities through my well organised studies.
Time Management, (Corporatefinanceinstitute,2020)

4. Academic writing:

Previously in my work career and through my academic life, I have had to write many reports and mostly to use my analytical skill through my higher education but used the persuasive writing styles in my work. From the four major type of academical writing as: descriptive, analytical, persuasive, critical the analytical was used mainly in school, but whilst writing many business letters and price offers for company or private events when I worked as a hotel or golf club manager, my persuasive academical writing style was mainly used.  After a lot of mistakes, I’m very happy to have had a chance to learn the right way.
Like my own reasonable viewpoint which is not really used to explain in my persuasive letters, combined together with a reasonable supporting point can avoid any further arguments and logically helps me to win them. To be successful in my English University life and later in my career the right skills in academic writing are very important. It is challenging to find the right word to fix my typical mistake as English is not my first language, but to have the chance to be part of a university team and to listen to lessons from university lecturers who can use the right skill and supply all the added written reports as well.
Types of Academic Writing, (The University of Sidney, 2019)


5. Referencing:

Having never used Harvard Reference system before, I found that this method makes my assessment work much easier and more relevant in the way I show my sources. Referencing is a perfect way to avoid any plagiarism and gives a highway to well confirmed information. By using referencing, it is easy for the Reader to search back and find where the relevant information comes from and how trustworthy are the sources. To involve other peoples’ work, quotes, ideas into our own working it is important to use referencing the avoid the possibility of plagiarism. One of the most popular officially accepted systems in academic study is Harvard referencing. Harvard referencing formats work by font type, font size, text-alignment and line spacing; this ensures our work is legible and officially acceptable. To have learnt this way of referencing now helps me avoid the risk of plagiarism and also opens the way for many sources to use the right way to prove my published information is relevant. In particular the Harvard Referencing Handbook gives very useful advice for all forms of referencing and I’m always check my referencing to see if it is correct and in line with the Harvard Referencing Handbook instructions.
Harvard Referencing (The University of Sheffield, 2020)

6. CV writing:

As I’ve mentioned earlier, reflective writing and reflective learning experience; was a key skill when writing my CV and cover letter. 

[bookmark: _Hlk57552317]It was very helpful to learn these skills in the right way during our lessons and from the Moodle because these skills will be utilised long after I finish my university education. To learn these two skills was an extra bonus for me, because I never really knew which points of my experiences should be included in my CV and what to include in my Cover Letter. I have applied many times for new jobs since moving to the UK and I am sure there will be many more job applications when I finish university. It was a huge help for me to learn the correct CV format as the basic standard of the CV writing is completely different in Hungary and we do not use cover letter at all. I think it's a very good idea because the CV can be a summary of my work experience and the cover letter can be shaped to fit the job application in order to emphasise my relevant strength. The CV should consist of my knowledge, skills, attributes, other personal relevant things together with my personal details as: Name, email address, contact telephone, address, social media, (Facebook, Twitter) LinkedIn. (Maund, Schriek and Tinkler, 217:286) And the personal statement really should be a list of my previous jobs and experiences together with education and qualification list. The personal statement included in the CV, should be changed every time when applying for jobs with different requirements. The work experience always starts with the most relevant and besides the latest two, jobs should not be explained in details as employers are only interested in my actual knowledge not in my old personal history. Based on this new information I have changed my CV and deleted the unnecessary details and career explanation in my old jobs as well as improving the descriptions for my two most recent jobs. Additional information about hobbies and interest can be add at the end provided it doesn't distract from what is really important like covering skills for the applied job, in addition it is important to state that references are available on request. On my previous CV I have included references from all of my previous jobs, now I have deleted them as this kind of information from old jobs isn't needing in the CV. The STAR method is a brilliant help to create a good cover letter: Situation, Task, Action, Result. I have written many CV's without using the STAR method however now I have learnt to use it properly, in future this will help me to shape the cover letter with emphasis on my relevant skills. 	Comment by : 


7.- Conclusion:

Employability skills are essential for our development; these different skills above all others change continuously and it is necessary to follow changes whilst being equipped with the latest knowledge. I have observed within my main profession (hospitality) that employability skills are very important because the expectations of our customers follow actual trends instantly. All the skills mentioned above are essential to have to achieve high levels of performance and productivity. Not just in personal careers and image improves consistently by them but also by a strong team culture in the organisation. Using the right academic skill are inevitable to combine them into our employability skill and both of them can work well together. They are almost impossible to separate as they are intertwined. Many of the skills reflected for me show how important it is to focus on them and to use them in the right way. All of these skills are very important parts of our Academic and Employability Skills. To learn about all the relevant skill of employability gave me the right impact to change my CV and Cover Letter in the correct way. I also started to revise my weakly and daily to do lists regularly. To learn more about from Academic Writing I will improve the quality of my business letters and e-mails as it gives me the chance for a much higher level of verbal and written communication.                                                                                                                                                                                  
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