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      The academic success in our degree it will be a significant step in our life. Being able to become what you dreamed to be is the best and the difficult feeling in the same time. To an employer, a student who has a first-class degree in Business and Management but with no leadership skills or work experience is more likely to be overlooked for a graduate role than one who has a lesser degree. To become more employabil you need to develop employability skills, which are the important keys for a successful job. 
              Employability skills are the most important keys for a person to become more employable. Employability skills are: communication skills, interpersonal skills, personal skills, numeracy skills and general awareness. 
            
         When I started this course I was very disappointed about myself, I was not happy with my job and I wanted to have a successful carer but I did not have the intellectual resources. I realised that the most important skills to become more employable are the communication skills, problem solving, decision making, team working, time management.
          One of the most important skill for me are the communication skills. It is very important at my workplace to have communication skills. I am an office assistant and I have to know how to communicate with other people, like my manager or my colleagues. Last term we learned that communication skills can help me to get or to lose a job. I learned that without communication skills there is no way to become more that I am now, to become a supervisor or a manager in the future. I learned how to be more confident because of the language barrier I used to be shy, English it is not my first language because I come from Romania so my first language is Romanian. I had to speak in class and tell to the lecture and to my colleagues my ideas, it helped me to became confident and understand that the exercises is the secret to become better and better every day. 
             A good employer needs to know how to work in a team. Team work can help a group, a company or even a small business to achieve the success. According to Dr. Belbin`s Meredith definition team work is: “A tendency to behave, contribute and interrelate with other in a particular way”. I understand that I have to know how to speak and how to behave with every person in the particular way because people are having different characters and they need to understand me. When I first started this course I founded difficult to work in a team because I cannot accept that people have different ideas that me and they do not want to listen to me. At my workplace it is necessary to work in a team, the success of the company depends on this. 
             Time management it is a big challenge for me, because I am a last minute person the fact that I did not know how to manage my time it affected me. I am still working on this but I did not achieve my goal, which is to become more responsible and mature. In the begging of this course I used to spend a lot of time on social media, I used to focus on spending time on my phone and I became a difficult person. I have not done my job properly and I used to spend time on my phone or watching TV. It was hard for me to realise, when I started the course that I have to pay attention, I have to become more responsible and look after my exams. Now after twenty weeks of studying I know how to manage my time in the way that I can share all my responsabilities and I can have time for myself as well. Now, every day I reserve two hours for social media, I am taking my break spending time on Facebook or Instagram, posting picture or playing cooking games. In the begging it was difficult but after that, I realised that this plan is helping me more than is helping others. I am proud of myself because I manage to learn how to share my time between being active on social media and doing my jobs or my housework. I have to say that in the begging of this course I used to be late to the classes because I sis not how to share my time, when should I live home or take fifteen minute as a reserve in case something it is happening on my way to the university because as we all know, London is insecure you never know what is it around the corner. 
         A CV is an official document who can serve as a “visit card”. The employees can see people`s qualifications, their work experience and their skills. This document can decide if someone want to employ other person and offer them a job, a change to become better than they are. A Curriculum Vitae document needs to include full name, address, phone number, qualifications and work experience. This are the main things that a CV needs to have it. I realised that I did not know how to do my CV before, I did not know that I have to put my skills on the letter that is why it was hard for me to find job. Any CV is expected to be accompanied by a covering letter. A covering letter is a document what gives the employer a formal introduction to what is contained in the CV. The best way to write a covering letter is the ability to write succinctly and clearly in a way that makes the employer interested in you and your skills.
              Swot Analysis it is a way that every person can make an analysis of them self. A Swot Analysis involves the strengths, which are the good point of a person, the weaknesses, which are the bad points of a person, the opportunities, which are the way how a thing should be done to achieve the goal and the threats which are the factors from the environment. SWOT has been described as the tried-and-true tool of strategic analysis, but has also been criticized for its limitations. 
           Strengths and weakness are frequently internally-related, while opportunities and threats commonly focus on the external environment. The name is an acronym for the four parameters the technique examines:
· Strengths: characteristics of the business or project that give it an advantage over others.
· Weaknesses: characteristics of the business that place the business or project at a disadvantage relative to others.
· Opportunities: elements in the environment that the business or project could exploit to its advantage.
· Threats: elements in the environment that could cause trouble for the business or project.
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                                                                 SWOT ANALYSIS
       Two of the most important keys achieving the success regarding SWOT Analysis are the internal and external factors. The internal factors are the strengths and the weakness and the internal factors are the opportunities and treats presented by the environment.  
       A SWOT Analysis on myself it helped me to discover my good points and how to highlight them and make myself more employable. I realised that my strengths are: first of all, that I am a very serious person and if I have to do a job, I will do my best to do it. For example, at my workplace my job is to have an evidence of every document, when the document came, when the document left and what that document contains. Before this course I used to have a disorderly behaviour which means that I did not know about documents and I lost part of them. This issue did not help me because my manager was not happy and he wanted to give up of my services. A second good point of mine is that I know to work under pressure and I do not get stress and I do not lose myself in a bad situation. I remembered that once, a client was very disappointed about our services, he had an issue with us because we lost some documents from his file. Our company admitted that it was our mistake but nobody from the company wanted to speak with him and look for a solution. I wanted to overcome myself and find a solution for us and for the client as well because he was one of the most important clients of us. Because of his reviews we lost customers, even the old once gave up on our services. I tried to be calm and try to calm him down as well, I listened him and I wanted to make sure that he saw that I am by his side. I have offered him a discount and I did apologize because he is in that situation because of us but in the end of the day, we are all humans and we are making mistake not because we want to but because sometimes it is just happening. The client was very happy and very satisfied, he liked my way to operate with this issue and he as happy with the discount. As soon as my manager saw how I managed the situation he offered me a bonus. 
      One of my bad point are that I am not punctual. Now I am still working on this point and I am getting better and better every day but still it is a lo f work to do. Bad points are those points what are not helping a human to develop himself and become better. For a company bad points can help it to destruction.
       The opportunities are the most important key to achieve the goal. I used to not pay attention on opportunities. This course it helped me to become more responsible and to pay attention on my opportunities and on what I really want to do and what it makes me happy. 
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                                                               Gibbs` Cycle

         This model is a good way to work through an experience. This can be either a stand-alone experience or a situation you go through frequently, for example meetings with a team you have to collaborate with. Gibbs originally advocated its use in repeated situations, but the stages and principles apply equally well for single experiences too.
A continuous cycle of self-reflection, recording and action, the purpose of PDP is to encourage students to learn to develop themselves and plan for the future by becoming more aware of their capabilities and the opportunities around them. My personal development plan is a difficult way. Before I started this course I was disappointed about myself, now I am looking back and I am realising that I become the best version of myself. I used to spend hours going out and be careless, now I know what is it important for me and what it is helping me to have a better life. As long as I have a good job for me means that I have a good life. Now I have the chance to be more that I was, I have a chance to have a better job. A personal development plan is the best way to put the things in the right order in your life. Personal development planning is the process of creating an action plan based on awareness, values, reflection, goal-setting and planning for personal development within the context of a career, education, relationship or for self-improvement. Sometimes the companies are requiring a personal development plan to be attacked to the CV. 
          In the end, I would like to say that this course helped me a lot to become a better person than I was. I learned how to manage my time and how to share my responsibilities. I have not finished; I still have to work on myself but I am on my way up. I have been reflective and I realised that a successful person needs to know how to share time, responsibilities and work. I can become whatever I want to be if I pay attention and I am working on myself. 
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