








Student Name: Stanimira Dimitrova
Student Number: 1909125
Lecture Name: Dr. Rexon Nting
Module Name: Academic and Employability Skills
Module Code: BMSW4001










Page content

Introduction……………………………………………………………………………………...3
Analytical thinking and critical thinking ……….……………………………………………...3
Communication …………………….……………………………………………………….….4
Time Management …………….……………………………………………………………….5
Research skills …..………………………………………………………………………………5
CV Writing ……………………………………...…………………………………….…...….….6
Conclusion ...………………………………………………………………………….…….…...7
References ...……………………………………………………………………….………...…8











Introduction

This report, will reflect at the benefits of university and the learning process. How the learning process enriches the students as a humans and helps to grow efficiently in the workplace and in personal live. The way of topics that teachers speaks and encourage students to discussed in the classroom are influenced the way of working at the workplace. Moreover, it is really important for people to learn and develop themselves and their results in every aspect of their personal lives, which is how learning can stimulate people's brains to continue to improve. Here comes the question of whether all people think it is good to continue learning and improving their lives, when is the right time to explore whether they can continue to develop and improve not only in the workplace but also as a human being.


Analytical thinking and critical thinking

Every human being have to countinue improving and styding till the end of its life. The moment that a person stop doing it this means that this person has died, that is because all the human beings are created to compete and to wonder prove that they are something more than the others. All of this is in humans nature. The cultivation of a person is a training or, in other words, a deliberate action towards oneself for the purposes of development. As a rule, people prefer to develop qualities, morals, in accordance with the ideas of the ideal. Personally I can say for myself that my mind was already changed with our first day at school while I started my qualification of higher education at the workplace level four. At the firs week while we were discussing the topic: “Introduction to Personal & Professional Development, Identifying Skills” our lecturer blows my mind about all the skills we were discussing, which one is good and which one is not. The analytical thinking and critical thinking about myself and the things I do, the job i have done has changed thanks to our lecturers, who every hour were challenging all of the students to do different exercises, to play games or even just sit back and think which are the positive and negative sides of our character. It also helped me to understand my strengths and weaknesses so I could improve my weaknesses and to become better person. 


Communication

There are some topics that catch all the student’s minds first one was "Models of Communication Shannon and Weaver; Berlo; Schramm", that we learned last term was really helpful for all of the students because it really helped us to understand better where people make mistakes and how misunderstanding each other if there is not effective communication. Even if all of us knows how to communicate there always made some mistakes done while communicate in a daily basis. Communication by itself is not a simple process and is not just an exchange of information. For communication to be good and effective there should be two or more people who speak and listen to the other. Communication is multifaceted and often challenging. Information encoding is a very important process, which is the transmission of information in a language understandable to the other party. This means not to literally speak the same language, which is also important, but if a person speak with a professional genre, the other party will also master it so that there is no divergence of interpretation. Otherwise, people are in risk of being misunderstood or their message to be perceived in a different sense which will lead to lack of feedback, negative emotions, misunderstanding, misinformation, feeling of isolation, lack of vision, finding fault in oneself and others. There is something else that people are missing while communicating one to another and this is the body language they use. Body language is essential and often speaks more than the words we use. People should pay attention to their body posture and gestures. Humans must always take into account not only what, but how and to whom they tell in order to be properly understood. As we said last semester, we learned that communication has many aspects and is not an easy process. Communication is influenced by the internal state of the participants, their emotions, experiences, values ​​and experiences. Which leads to the interpretation of the process as a business environment in which we agree with a client, communicate with colleagues or present a project. If people do not pay attention to how they interact with others, there is a conviction for the emergence of communication barriers. These barriers lead to conflict situations which makes people life harder and everybody is trying to avoid them (Skills You Need, 2011-2020).


Time Management

Almost all people nowadays have electronic equipment that helps people  to save a lot of their personal time. One way is to install online banking instead of having long queues in front of banks. Another is online shopping, which again saves a lot of time and unnecessary waiting at queqes. Even in our coronavirus situation, people can now see that humanity has evolved a lot in terms of technology and everything is happening online. There are all kinds of good computers, phones and other devices like cars, scheduling and graphics, and many more and all kinds of software solutions and time management methods. This all doesn’t make us good at our distribution of daily tasks. People does not have enough time for all tasks without complaining that time is not enough and people are ending up having many unfinished tasks at work, at school and even with their children. People have forgotten about efficiency, being punctual and  how to manage their time well. The thought came to my mind while we discussed “Time Management“, which we studied last semester, all the students learned how to focus our efforts appropriately on the things that really matter to us. We also spoke about how to navigate our efforts and we all learned something really important and that is when you want something you have to give something else instead. All the humans they want to have brilliant results without investing anything their selves this cannot happen if they want great result they have to loose time to achieve it. At the same time, people should strive to have less waste of time in order to be more efficient and to accomplish more tasks for the time they have. All of this was realized by watching presentations and doing exercise. In my opinion, the teacher did a great job of opening our eyes and we began to appreciate the time we have and the way we utilize it (Mind Tools, 2020).


Research skills

As a students which are writing assessment all of us we need to have good research skills and not only students need them. There are some professions that is essential to have those skills like if there is need of report writing or collecting data, same analyses, interviewing. Everyone can see that research skills are essential for developing good results when doing any presenting, reports, assessments and others. This is what we learned last semester in Week four by the topic "Introduction to research skills". The technology is growing really fast and almost all of the humans are using it in a daily basis, it is good because there is a lot of useful information, but it is catastrophic, because in this bottomless abyss, the Internet, there are various materials that have bad content or even lies. For this reason, all people should carefully select the sites they visit. People have to be very careful while choosing the right information before using it. Those things we learned at the classroom and they were in big help for choosing the right resource, before i was using the first resource that appear at web, now i known for one research to be effective there is a lot of steps before writing the report. First thing before even start writing is organizing the project and setting preliminary research goals, also there is need to look at the overall scope of the planned project and gather the resources we will be used. The second step is finding good sources there are primary, secondary and tertiary sources. In order to write a good report, there is need to take notes while reviewing the information we are looking for. Lastly but not less important is citation of text and this step is essential when writing an assessment (The Big Choice, 2000-2020). 


CV Writing

All people on planet Earth are nourished and lived through the work they do, and many people have difficulty finding suitable jobs. The autobiography we write for ourselves comes to the rescue here. The autobiography or CV is intended to provide an invitation for an interview that does not guarantee a secure position and employment. It may be a great specialist with the right education, work experience and skills, but if his CV is not worth it, he is unlikely to be invited for an interview. There are many other candidates than just two or three, and in order to earn a job, people need to provide a truly perfect CV. A resume is a sales vehicle in which one advertises themselves and the qualities they possess. Most people compile standard CVs. In them, they say nothing important about themselves. These are bad CVs that reminds of bad TV commercials. It is critically important that CV demonstrates what you value to your employer. There should be evidence in your CV that it is you who is the right solution to the problems of the employer. The topic we discussed this semester: "CV Writing" is very important for writing a resume and finding the job you want. One CV to be well-crafted is the form in which we write it. There is a chronological CV, a functional CV and a targeted CV, according to how many jobs we have changed and what qualities and skills we have, it is important to consider which type of CV we will write. A new CV should be created for each new application because the requirements for the positionс are different. When writing a CV people should try to maximize it to one page, so it will make the thought more focused, the messages to the employer clearer, the words and details more precise. In writing such a CV, it must be stated accurately, clearly and without unnecessary words, and let us not forget that a cover letter also plays a huge role. Those tips our lecturer teaches us, which were not that difficult but useful a lot of us were using CV alone without understanding why there is no invitation to interview after this lesson we all know the best tips for getting the wondered job, there will be attached as appendix my CV at the end of the report (CV Library, 2000-2020).


Conclusion 

In conclusion, I want to say that attending university has helped me to grow as a person whatever enhances my skills. The lessons and exercises are really like a brain game that stimulates people's brains to develop better results in everything that is done. The university inevitably changes our way of thinking and perception of the world. We begin to think analytically. Make the right decisions. Our minds are focused on problem solving, which is the most important quality for a college graduate. To solve a problem is precisely to solve a problem, however stupid it may seem to us at the moment. It is this problem-solving training that develops our ability to deal with work problems faster afterwards. Even if they seem to have nothing in common.
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