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The main of this report is to analyze and reflect my own academic and employability skills. Also, to apply my progress and all the learning I have gained of this module in this term.
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[bookmark: _Toc49059516]INTRODUCTION 
This report contains information about my learning in this term and analyze my weaknesses to improve them and see the progress I have had. The purpose of this it is to reflect and put into practice everything learned in this module. Below I will mention some topics that we learned in this term and do a swot analysis of how that will help me in my academic studies and in the world of work.
[bookmark: _Toc49059517]EMPLOYABILITY SKILLS
[bookmark: _Toc49059518]What are employability skills? 
Employability skills are transferrable skills that are useful in every job, it is where employees show what they are good at, their experience and their knowledge base that makes them more attractive to employers and what they can contribute for the company or the workplace. Employability skills are also often referred to as employment skills, soft skills, work-readiness skills, or foundational skills. These skills often improve your performance, minimize errors, and promote collaboration with your coworkers, enabling you to perform your role more effectively. 
Sometimes employability skills may not be listed in a job description, but they are important skills that can make you more attractive to prospective employers. The main benefit of having these traits is that it can help you stand out among other job candidates who are vying for the same position. While other candidates may have the same qualifications and experience, you may have a better chance of getting hired if you have employability skills that are particularly useful for the role.
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[bookmark: _Toc49059520]What is a CV?
A CV is a detailed document highlighting your professional and academic history. CVs include information like work experience, achievements and awards, scholarships or grants we earned, coursework, research projects and publications of work.
[bookmark: _Toc49059521]How to create a CV
To capture the attention of the person who hires or interviews the employees, if we want to start working with, we must have the ability and capacity. If you are new to the world of workers, we must make sure to be able to create a suitable and good CV.
The next steps to obtain an effective CV to ensure you craft a powerful curriculum vitae that stands out to employers are: 
· Before send or apply for a job, it is important that you research the targets roles and what the company is interested in hiring. So, it will be easier to know what the company is looking for and if we fulfill with the skills and knowledge they ask for. Focused more in hard skills more than soft skills.
· The format and structure of the CV will define and determinate how it will be read. The CV must look professional and should be easy to navigate it and read the information. Keep the format and colors simples. If you create a CV with many and fancy colors, it will look unprofessional and will give you points against. 
· The CV must have a good structure, personal and contact details should be at the very top of the CV, so it is easy for them to contact you. Your professional profile it is a brief paragraph 

The person who is reading the cv would not take more than five minutes reading it, so we must be clear and specific. These are the following information points that most CVs include and cannot be missed:

1. Contact information. This includes your full name, phone number and email address. The physical address is optional.
2. Academic history in reverse-chronological order. This can include your post-doctoral programs, graduate school, undergraduate school, and high school. Only include your most recent two educational experiences. Dates attended is optional.
3. Professional experience. List the company or organization, job title and dates employed starting with your most recent job. List your job duties, experience gained and achievements. Use numbers to measure your impact when possible.
4. Qualifications and skills. This can be in a separate skills section. Reread the job description to highlight the most important skills employers are looking for. These can include both hard and soft skills that make you the best candidate for the job.
5. Honors and awards. Use this section to outline your achievements in the field related to your application. Start with the award name followed by year awarded, the organization that gave you the award and details about the award such as how often the award is given, how many people receive it, etc.
6. Publications and presentations. Include relevant citations of presentations, papers, studies, books, or other publications important to your professional history. For publications, include authors, date published, summary, volume, page and DOI number. For presentations, include the title, date, and location of presentation.
7. Professional associations and affiliations. This should include the name of the organization, geographic location or chapter and dates of active membership

[bookmark: _Toc49059522]COVER LETTER 
What is a cover letter for a job?
When we are applying for a job, a cover letter lets us show a personal side and demonstrate why hiring you is a smart decision. Cover letters should be around three paragraphs long and include specific examples from our experience that make us qualified for the position.
Why is it important to know how to create a cover letter?
A well-written cover letter will help get your application noticed and help you secure an interview. Take the time to personalize it so it shows the employer why you are a solid candidate for the job.
Each cover letter takes preparation. These are some points to keep in mind while we prepare a cover letter:
1. Think about yourself and your experiences. Then think about how you would like to relate these experiences to the organization you are writing to. Which of your talents, skills, personality traits and accomplishments should this organization know about? Brainstorm a list for yourself.
2. How did you hear about the job opportunity?
If it was through a personal contact, write down the name. If through an advertisement, write down where and when you saw it and list the specific points the ad wants you to include.
3. What do you know about the organization you are writing to?
Consider what attracted you to it in the first place. Maybe it is personal (a friend worked there), or maybe you are impressed with what the organization does or admire their unique work philosophy. Do some research about the company online or through trade magazines, etc.
4. To whom are you writing?
It is always best to write to an actual person if you can. We must make sure to spell both name and title perfectly. If we cannot find a specific person to write to, try "Dear Hiring Manager" or "Dear Human Resources." 
5. Busy people do not want to read long letters from people they do not know. The cover letter should be no more than one page long, written in standard business letter format. This means that you may indent your paragraphs or not—but not indenting gives a bit more room. 
(Joe P. Higgins, December 25, 2018)
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What is Public Speaking? 
Public speaking is a soft skill that requires excellent communication skills, enthusiasm, and the ability to engage with an audience. Public speakers make presentations to a group. 
Presentations range from speaking to a small group of employees to presenting to a large audience at a national conference or event. The same skillset and ability to be comfortable speaking in public are required regardless of the size of the group.
Candidates with strong public speaking skills are in demand for the many occupations that require the ability to speak to a group. Public speaking is seldom, if ever an entire job description, but dynamic and well-prepared speakers are highly valued by employers and tend to earn leadership positions and important client contact roles.  
Anyone whose job involves communicating, teaching, or persuading will do a better job if they have public speaking skills.
Why Employers Value Public Speaking Skills?
The art of public speaking comes into play not only in the delivery of speeches and public talks, but also in professional presentations, training events, and motivational speaking. Consultants, training, managers, clergy, sales representatives, and teachers, for example, all have a reason at times to speak in front of others. 
(Alison Doyle, December 28, 2019) 
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The world of work is different than it was twenty, ten or even five years ago and not just because of the recession. Digital advances and expectations from a new generation of workers have shifted the way we produce and collaborate, transforming the workplace and with it, our lives.
Here are six ways the workplace is changing:
1. Flexibility abounds. Both in terms of when you work and where you work, more companies are offering—and more employees are asking for—workplace flexibility. Because the workplace has gone digital, employees based in an office can often take their work on the road, which provides opportunities to live closer to family, relocate to a new city, travel, or simply work from home in your pajamas.
2. More people are working for themselves. Today people prefer to become independent and their own bosses, partly because that is how you make more money and because the recession left some workers with no other option. More people became self-employed in 2010 than during each of the past 15 years, according to a report from the Ewing Marion Kauffman Foundation, a think tank that focuses on entrepreneurship. But most entrepreneurs work on their own, without hiring other workers, which means they are not creating a significant number of jobs for the economy.
3. Not sticking with one job for a lifetime. Unlike their grandparents and even parents, Millennials are not likely to stay with one employer for their entire career. In fact, by the time they hit 30, some GenY workers already have experience with several companies under their belt. That means companies must work harder to retain young workers, often offering lifestyle perks that were not on the table years ago. And for workers, it means more flexibility; you no longer must stick it out at a job for three years if the company's not right for you.
4. Work-life balance is a priority. Maybe because Gen Y watched their parents work their lives away, the workplace's newer employees want time to develop their personal lives and interests outside of work. They also want work itself to be fulfilling, not just a paycheck. Employers trying to compete for talent are meeting these demands in creative ways, offering at-work perks like food and laundry service, or giving workers the option of a sabbatical.
5. Personal branding is all the rage. Online branding of individuals is affecting industries across the board, as well as the job-search process. Making a name for yourself is smarter than ever in this volatile economy, increasing your chances that someone who knows of you will come to you with a job rather than you having to look for one when you need it. Especially since the newest generation of workers tend to hop from one company to another, it makes sense to brand yourself rather than your employer.
6. Long-term unemployment could be here to stay. Long-term joblessness has become a fixture of our economy, so much so that some workforce experts worry the class might become permanent. About 6.2 million people have been jobless for more than six months, the benchmark for long-term unemployment, according to the Labor Department's July jobs report. That group accounts for about 44 percent of the unemployed.
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At the beginning of the term one felt a little confused about the module and what I would learn but I knew I was ready to learn and take advantage of that because I know this would help me as much as in my studies and in the world of work.
So compared to the previous term I was not sure about my CV if it was well structured or if I had enough and essential information, in this second term after the advanced and studied in the module about how to structure a CVs I feel much more confident that my work is well done and structured, including the right information. 
But now in this this term I feel confident and ready to put what I have learned into practice.
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The results of my academic progress have been huge and in this second term I could notice even more since in this report I did a general analysis of everything learned in the module.
I set out to improve and use the topics learned to make the result noticeable.
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