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[bookmark: _Toc39256990]Introduction
The main purpose of the following report is to outline how the module of Academic and Employability skills has helped me to improve my employability skills. The module was very helpful for me as it helped me identifying the skills I am good at and the skills I need to work more efficiently. This reflective study is based on the in-class exercise about the CV, cover letter and reflective report literature. The module played a crucial role in my personal development and has enabled me to learn and develop the core employability skills. 
  
[bookmark: _Toc39256991]Employability skills demonstrated
Cohen (2017) defines employability skills as the transferrable skills required by a person to make them employable. Along with good academic and technical skills, employers are now also looking for a set of employability skills. He also suggests that employability skills are important for the individuals due to the increased competitiveness in the labour market. Employers are looking for employees who are flexible and could take the initiative of working collaboratively with others along with the ability to perform different tasks in different workplace situations. The demonstration of the skill showed during the in-class exercise is based on self-audit. Here self-audit is about the systematic and objective review by the teachers and myself on the practices related to meeting the in-class exercises. The following table represents my personal skill audit with my before and after module task respectively. 
 
	Skill
	Before formative task
	After formative task

	Problem solving skills
	5
	7

	Research skills
	4
	8

	Time management
	6
	9

	Communication
	6
	8


Table 1: Panel of developed skills (1-lowest, 10-highest)
(Source: created by author)
   
[bookmark: _Toc39256992]Reflection
According to the Gibbs’ reflective cycle, reflection is defined as the process through which individuals gain knowledge and understanding from their past experiences. The cycle inspires persons to think methodically about the experiences they had during an activity, event or situation. The reflective cycle has six stages, namely description, feeling, evaluation, analysis, conclusion and action plan.  

Description
The first stage of the Gibbs’ reflective cycle is about describing the situation in detail. The module task was about analysing own academic and employability skills with the in-class exercises and published literature. I acknowledged that as the job market has become very much competitive nowadays, organizations are looking for employees who can adapt themselves to any situation and according to the market needs (Cohen, 2017). This quality of the employees comes from different sources including their professional degrees, extra-curricular activities, working experience, and academic qualification (Dolan, 2017). That means for doing a job in this competitive market, employees have to have the required skills and qualities required by both the market and the recruiting organizations (Elevate Your Presentation Skills, 2018). I have learned the required employability skills from this course and also learned to write my CV, cover letter and presentation skill properly.

Feelings
This stage of the Gibbs’ cycle is about individual’s thinking or feeling about the activity. During the in-class exercises, I was very confident and was motivated to learn new skills. I was excited for the module as it will be providing me the opportunity to learn new skills. As per my personal experience, the module helped me in learning new things. I was able to perform all the activities properly and in the given time frame. I observed that during the in-class activity, all of the students were participating which helped us to improve our communication skills. From the CV and cover letter task, I acknowledged that in the current labour market, both of these have utmost importance. I learned that CV describes one’s academic and professional career designed especially for a job position (Galais and Moser, 2018). Writing a CV in an attractive way is a pre-employability skill. That means if you want to get a good job, your CV must contain rich content. It always does not mean you must have all the good qualities as an employee, rather how you present your qualities to the recruiters is important. But CVs with high academic and professional qualities always offer the best jobs for the job candidates. I have learned from this course how to prepare a CV that can be very attractive to the recruiters. I have learned that CV is the medium through which a job applicant communicates with the job recruiters. And if the first impression goes against you, the possibility of your getting that job becomes very low. So, writing a CV is a crucial part of employability. 

Evaluation
In the initial period, I was facing difficulty with the module was it was completely different; though I was sure that I will do better. I have encountered several skills during the module and understood their meaning and importance. One of the main employability skill that I have learned is the problem solving skill. Knowledge of this skill helps an individual to become a quick problem solver. During the preparation of the CV and cover letter, I was not sure about how to start it and was facing problem. However, I quickly about the possible solutions and completed the task. I researched over the internet how to prepare these and what needs to be included in it. I have learned that many job candidates make mistakes in writing their CVs and do not get the desired jobs though they have the required job qualification. So, a candidate must have all the required qualifications and knowledge of writing CVs properly. I have learned that most of the candidates try to exaggerate themselves by presenting information about their qualities that they do not have. This type of exaggeration can be easily found by the recruiters as they know the employees mid-set better than others. I have learned that the CV of a job applicant must be very transparent and contain all the valid information for which the candidate can show valid evidence.
Another important employability skill, I developed through this module is time management skills. For the in-class activities and for the task given by the lecturer, I prepared a schedule and tried to complete the given tasks in a specific time. I learned that time management is about planning and organising how to divide your time between specific activities. This skilled helped me work smarter so that I could have more free time to improve my skills. I acknowledged that failing to manage the time damages an individual effectiveness and is the prime reason of stress. Improving this skill assisted me with increased opportunities.   
With the CV and cover letter task, I was also able to develop my research skill. This skill helped me to find answers to questions. I learned that with this skill, I have the ability to search for, find, interpret, analyse and evaluate the information which is relevant to me. Research skill is an important employability skill as it helps an individual with report writing, recognising the need, creativity and up gradation. 

Analysis
Analysis is about making sense of the situation. The first thing here I got to learn that one needs to know when to use a CV. A job applicant cannot use the CV if the recruiter does not want that. The second thing I learned that my CV should cover information that the recruiters seek. I cannot include information in the CV about my extra-cocurricular activities if the requires do not want me to do that. Starting CV with the career objective of the candidate also increases the attractiveness of the CV. As mentioned above CV must contain valid information of the candidate and the candidate should try his or her level best to present him or her in such a way that makes the recruiter interested to offer the job. Writing a cover letter with the CV is sought by almost all the organizations nowadays.  
As the CV of a job applicant describes in detail all the academic and professional qualifications, a cover letter shows the interest and credentials of the job applicant. A cover letter is a written document stating the interest of the job applicant for the job position, includes the source of job advertisement, the initial introduction of the candidates and job skills (Kanste, Halme and Perälä, 2016). I have learned from this course how to write a proper cover letter that increases the likelihood of getting the desired jobs. It is very customary to include a cover letter along with a CV while applying for a job unless stated something else. This course touched me the fundamentals of writing an attractive cover letter for job application.

Conclusion
I have learned that it becomes difficult for someone when he is in a state of nervousness. So, a good presenter has to be very calm while making a presentation and include the audience. Presentation is made for making the audience realize a topic and involving them during a presentation is very crucial for achieving this objective. I have learned that during the presentation, an employee needs to deliver a thing that the audience expects to get. Unnecessary talking and lengthy presentations always kill the time of the audience. I have learned from the course that a good presenter always focuses on the core message of the presentation and avoid using too many technical words to make it simple and easy to understand by all. I have learned that a good presenter should make eye contact with the audience and give proper emotion depending on the situation. Having a smiley face always makes the presentation attractive to the audience. A good presenter always makes the starting of the presentation strong. For doing that many good presenters start with a joke or an interesting story to draw the attention of the audience. Being comfortable at the beginning has an impact on the whole presentation. 
I have learned different employability skills, with specific focus on time management, research and problem-solving skills. I have also developed by communication skills with this module. The module helped me gaining adequate knowledge about the employability skills and its importance in the current labour market. 

Action Plan
From the context of module, I can say that if given more time or if I have proper time management skill, I could have performed the task or the in-class activities in a more effective way. For improving my problem-solving skill, I will try to develop my creativity level. For communication skill, I will be attending more group discussions task, so that I can be more confident while communicating verbally. To improve my time management, I will schedule the task as per their priority. If I get the chance to do the same module again, I will mostly focus on making a schedule and will complete all the given task accordingly. In future, I will focus on implementing my learned skill so that I could perform better. I have learned that an employee nowadays cannot sustain in the job market without having these qualities (Pitan, 2017). While an attractive CV and Cover Letter make it easier for a job candidate to get the desired job, having good presentation skills is a must for retaining the employees' job (Solmaz, 2019).   
[bookmark: _Toc10456908][bookmark: _Toc14689641][bookmark: _Toc14706516][bookmark: _Toc10419273]

[bookmark: _Toc39256993]Conclusion
Concluding the module, I can say that I have managed to learn several employability skills through it. The skills of CV writing, Cover Letter Writing, and Presentation skills are some of the crucial employability skills that an employee needs to sustain in the job market. I have learned that a job candidate if wants to increase his or her demand in the job market and get the desired job, he or she must have good CV writing skills, Cover Letter writing skills, and presentation skills. I am very happy and confident after completing the module as it has improved my employability skills.    
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be
returned to you at the next session. You will need to include a scanned copy of this exercise in the
form of an appendix together with you Task 1 (part of the Assignment for this module).

Ex.1
Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
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