Jacqueline Messam (1712441)	                                                                  Academic and Employability Skills 




Contents
Introduction	2
Employability Skills	2
Curriculum Vitae	2
Job Interviews	3
Academic Skill	4
PowerPoint Presentation Tips	4
Conclusion	4
References	6



















[bookmark: _Toc534194414]Introduction
[bookmark: _GoBack]In this paper I will be reflecting on what I have learnt during this module and how this has enabled me to develop my academic and employability skills. I will be basing my reflections around Curriculum Vitae, Interviews and PowerPoint presentations. These points most stood out to me in lectures which helped me enhance my knowledge in relation to my Employability and Academic Skills. I will focus on what different methods and techniques I learnt, how it improved my skills and ways in which I will use my learnings in the future as well as improve on them. 
[bookmark: _Toc534194415]Employability Skills
[bookmark: _Toc534194416]Curriculum Vitae 
In week two of my second term I learnt about how to improve my curriculum vitae, firstly what stood out to me is that a Curriculum Vitae is meant to be constructed in order to sell you as an individual to an employer basing your strengths, experiences and knowledge around what the employer would want. I initially thought that this is what I was doing within my Curriculum Vitae but upon looking into depth on the do’s and don'ts, I realised that I was making a few errors that may have been hindering my success at finding my dream job.  I watched various YouTube videos that outlined ways that good Curriculum Vitae could be written.  According to the YouTube video entitled ‘How to Write a Good CV’ (AshleyKateHR, 2011, 0:10) an employer looks at a Curriculum Vitae and decides your suitability for the job within the first five seconds. This made me pose the question ‘how will I stand out from other applicants?’ It occurred to me that the way in which my Curriculum Vitae is constructed and tailored to meet the job specification would play a great role in standing out, and learning about this, could have great benefits to my career progression. In (AshleyKateHR, 2011, 0:32) video there were five rules Highlighted 
1. ‘Write It Yourself’ 
2. ‘Keep It Brief’
3. ‘Be Truthful and Accurate’ 
4. ‘Get the Language Right’ and 
5. ‘The finishing Touches’. 
 These points combined with watching (English Jade, 2015) ‘Job Skills: Prepare Your English CV For a Job in the UK’ and the reading of (Quintanilla, K.M. and Wahl, S.T 2017) ‘Resumes, Interviews and Negotiation’, Helped with the reconstruction of my Curriculum Vitae which may contribute to my successfulness of being interviewed in the future. One of the tips that resonated with me was the removal of my personal statement. (AshleyKateHR, 2011, 1:02) discussed the fact that a personal statement was not necessary and may not have the desired effect on the employer, although (Quintanilla, K.M. and Wahl, S.T 2017) debated whether it was beneficial to have an objective and summary highlighting career goals, they ultimately concluded that many Curriculum Vitae’s are now created without this section. After reviewing these points, I removed the personal statement section from my Curriculum Vitae and I hope it will have the desired effect on potential employers. 

There was a consensus between (AshleyKateHR, 2011) and (English Jade 2015) in their videos, although I felt that English Jade (2015, 2:15) provided more in-depth information in the layout of Curriculum Vitae’s such as removing Email and Mobile Number headings, as they are unnecessary due to the reader identifying what an email address or mobile number looks like hence not needing to ‘State The Obvious’.  I also looked at changing the format and layout of my Curriculum Vitae, both (AshleyKateHR, 2011, 4:05) and (Quintanilla, K.M. and Wahl, S.T 2017, Pg.292) discussed the use of Arial or Times New Roman font at 12 point but (Quintanilla, K.M. and Wahl, S.T 2017, Pg.292) also spoke about ‘Creating Visual Appeal’ by using a good ratio between white space and text as well as using Past and Present tense correctly. All this information contributed greatly to my knowledge and will be implemented throughout the course of the updating of my Curriculum Vitae. A way in which I could perhaps broaden my knowledge is to keep up to date with different styles and theories and to continuously research methods as well as look at what employers are looking for when reading through a Curriculum Vitae. 
[bookmark: _Toc534194417]Job Interviews 
In week two I learnt about Job Interviews, I have generally felt that I do well when being interviewed and have secured most jobs that I have interviewed for but was curious to learn ways to improve on this due to missing out on more desired jobs. 
Before an interview it is important to prepare answers for any pre-empted questions, practice your answers and prepare yourself for a smart appearance (Quintanilla, K.M. and Wahl, S.T 2017, Pg.297). I found learning about interviews enjoyable as it was very relatable and something that could be applied in the future. After watching ‘How to Ace an Interview: 5 Tips from a Harvard Career Advisor’ (Harvard Extension School, 2013, 2:30) I gained some great tips regarding the interviewing processes such as different types of interviews which are; Behavioural, Technical, Case, Telephone and Skype. (Harvard Extension School, 2013, 2:30) stated that many interviews will be behavioural based. I agreed with this statement as most of my experiences have been behavioural interviews and have often been asked questions starting with ‘Can you tell me a time when....’ or ‘Can you give me an example of.......’  As I already have experienced these types of interviews it would be beneficial for me to learn about others, to broaden my knowledge and prepare for the unknown this could be done by doing further research. Arriving 10 minutes early and good eye contact was also highlighted in the video by (Harvard Extension School, 2013, 1:40) stating that this contributes to making a good impression which was reiterated by (Quintanilla, K.M. and Wahl, S.T 2017, Pg.304) also emphasizing on a firm handshake quoting ‘Upon meeting an interviewer steady eye contact should be made whist shaking their hands firmly, ensuring the handshake is not too firm neither too limp’ (Bass,2010;Ivy & Wahl,2014) On reflection I have always struggled with aspect of handshaking, often having an awkwardness of which hand to shake or whether to shake hands at all. Learning interviewing techniques and what's expected has made me more confident in attending interviews and I will continue to use this advice and the methods provided to enhance my chances at prospective interview. 
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In week six I learnt about PowerPoint Presentations. Due to me having to do a presentation last term for managing and enterprise in 21st century and also having to do one this term for effective teamwork and communication I was interested to see ways in which I could improve on my presentation skills. Reflecting on my last presentation there was a lot of information on each slide reducing me to use a smaller font,  but on watching ‘How To Design an Effective Presentation’ (gucndis, 2009, 1:05) one of the points was ‘Less is More’ which made me rethink my strategy for constructing my new presentation. I decided to use bullet points with a very minimalistic view which would enable me to use larger font to allow the audience to be able to see what is being presented. I previously believed that having a lot of information on my slides would show that I researched greatly about what was presented and evidenced all my findings, but I learnt that this was actually hindering my mark as I should have knowledge of what was spoken about therefore only needing prompts and also think of how people that I am presenting to will be able to digest the information. I watched ‘Pimp my PowerPoint – eight PowerPoint Presentation Tips!’ (yBc.tv, 2008, 0.02) a statement that stood out to me was that a PowerPoint presentation should be there to enhance what is being said and not to duplicate what you are saying.  This enforces the point that less information is needed on a slide and should be there for prompting. Another interesting thing I learnt from (gucindis, 2009, 1:25) is the ‘Eight Second Rule’ stating that there is apparently only eight seconds per slide to grab the audience’s attention. Ways in which I could implement this into my presentations in the future  is by using visual graphics that illustrate key words that I am speaking about and using the ‘Six Six Rule’ which was also spoken about in (gucindis, 2009, 1:45) video. This rule gives a guideline of using six lines per slides and six words per line, giving the audience key information to read, and not overwhelming them with a lot of information.  I will be using all the information learnt in my future presentations academically as well as for business purposes 
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Conclusion

To conclude in what was learnt, I believe that I have taken away valuable tips and methods in order to progress within my academic and employable career. The points that I have learnt in regards to Curriculum Vitae will ultimately start off my journey to my desired job. Tailoring my Curriculum Vitae to fall in line with my findings such as removing my personal statement, having a good text to white space ratio, removing unnecessary information and aiming my Curriculum Vitae to meet the employer’s person specification, are all lessons that I will take away and implement in my future constructions of my Curriculum Vitae. I can not think of any areas that I would change in regards to what has been learnt but continuing to research different methods and keeping up to date with the ever changing Curriculum Vitae styles will hopefully enable me to continuously find desired employment. The job interview tips were great, especially following on from learning about Curriculum Vitae’s, I sensed that preparation was a big part of the interviewing process and things such as doing research could give me that edge among my fellow competitors. This  part of my learning journey really resonated with me because interviews was a subject that I have previously struggled with, and gaining an insight about what is expected has made me feel more confident in attending future interviews. Upon Learning about PowerPoint presentation I was really intrigued due to the relevance between other modules, as I had been set an assignment in regards to a group presentation. Points such as the ‘Six Six Rule’ and ‘Eight Second Rule’ really helped me to understand what is needed for a great PowerPoint Presentation and ultimately made me feel much more confident when creating this. The knowledge that I have acquired from learning all of these subjects have enhanced my skills greatly but I believe I will still need to work on preparing pre-empted  responses to questions and questions that I would ask to perspective employers. Ensuring that I practice at home in the mirror or with family members could be a great way to prepare myself and calm my nerves through the interview process. 
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