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1. [bookmark: _Toc39442229]INTRODUCTION.
The following report describes my acquired knowledge during this term through the analysis of in class exercises, lectures give us by our teacher and the research of different articles. Likewise, this examination reveals the results of every activity I did and brings a certain answer of my improvement throughout these weeks.
Employability skills are an umbrella term for an established of very needed, transferable skills that give you a chance to be a very attractive applicant or employee. They can be well-defined as a set of skills that employers need from a possible employee.
(Duszyński, 2019)
I’m going to explain the four themes that help me a lot to improve my employability skills. I will start writing about analytical and critical thinking, then, I will talk about public speaking skills. Finally, for continuing with my report, I would like to explain what I learned about the Curriculum Vitae and the Cover Letter. For the explanation of these 4 themes, I will use Gibb’s Reflective cycle.
In my day a day, I have acquired enough skills and abilities that are practical for my daily life and prepares me for my work and social life in general.
2. [bookmark: _Toc39442230]METHODOLOGY.
2.1. [bookmark: _Toc39442231]Gibb’s Reflective Cycle.
[image: Diagram of Gibbs' Model of Reflection.]
Image source: https://www.nottingham.ac.uk/nmp/sonet/rlos/placs/critical_reflection/models/gibbs_cycle.html
Gibbs' Reflective Cycle was established by Graham Gibbs in 1988 to give assembly to education after experiences. It suggests a background for explore experiences, and give its the cyclical nature lends to frequent experiences, permitting you to acquire and design ideas from things that either went fine or didn’t go well. It covers 6 phases:
· Description of the episode
· Emotional state and thoughts about the events
· Evaluation of the experience, can be well or not estimation
· Analysis to become clear about the situation
· Conclusion about what you have learned and what you could have done in a different way
· Action plan for how you would deal with comparable situations in the future, or universal changes you might find suitable.
(University of Edinburgh, 2019)
2.2. [bookmark: _Toc39442232]Analytical and critical thinking.
2.2.1. [bookmark: _Toc39442233]Analytical thinking.
Analytical thinking refers to the abilities of bring together and examine information, resolving problems and making decisions for improving the productivity of the company and reach a same goal. 
 (Doyle, 2020)
2.2.2. [bookmark: _Toc39442234]Critical thinking.
Is a way of reasoning, comprehension and expressing ourselves. Critical thinking is about using your aptitude to argue. It's about being energetic in your new knowledge ideas, arguments and findings.
(Wilson, 2009)
2.2.3. [bookmark: _Toc39442235]Analytical and critical thinking experience.
The experience I can describe here is about the writing of my assessments for university, I think this is the most important point I can mention because the reports need always of analytical and critical thinking. The feelings I have are of passion, satisfaction but also of restlessness and concern. The first two feeling because I love what I am doing and I know that is for reach my goal of graduate in this course, but the last two describes that I can have mistakes and that could change my grades a lot. The evaluation of this situation is a good one, because makes me learn that I have to do a big effort to achieve everything I set my mind to. When I analyse the writing of my reports, what comes to my mind is that I increase my capacity of write a well structure and good-looking text. I conclude that everyone can do anything no matter the circumstances, age, where they came from or what language speak. The action plan that I have for the next time a situation like this appear is to first, do a lot of research about the topics I have to write about, then structure my report and organise it following my lecturer instructions, next, ask for a revision and feedback of what I can improve or change in the assessment and finally, submit it and wait for my grades.  
2.3. [bookmark: _Toc39442236]Public speaking skills.
Public speaking is an easy-going ability that needs outstanding communication skills, passion, and the capacity to involve with spectators.
(Doyle, 2019)
2.3.1. [bookmark: _Toc39442237]Public speaking experience.
An experience I can describe in this point is when I did a in class presentation. The 20th of April of this year in our online Academic and employability skills class, our lecturer Sylvia Hoffmann, ask for a 2 minutes presentation about the three biggest achievements in our life. My turn came and I started to talking about when I obtain my diploma in secondary school, also I explain how grateful was for me the acceptance in university and finally, I speak about how I beat anxiety when I was 16 years old.
 My evaluation of this experience is that was a very useful and good for my improvement of speaking skills because it was a new method of expressing myself. When I analyse how I do it in the presentation, I think that I should acquire more experiences like this one because helps me to continue learning about how I have to express myself in front of an audience. The conclusion I made is that fears can go away when you are confident with yourself and know how to express all your feeling and knowledge about something. If a circumstance like this occurs again, the action plan I will use is to initially, write apart what I going to say in the presentation, then, I will practise how to talk in presentations alone and do changes to my text if it needs it. Following this, I will wait for my turn to talk and finally, I will wait for a feedback about how I do it.
2.4. [bookmark: _Toc39442238]Curriculum Vitae.
A CV, also known as a Curriculum Vitae, or résumé, is a written summary of your skills, abilities, instruction, and work experience. It can be used for a diversity of motives, however, the most common is to send to probable employers when someone is searching a new job.
(Rolfe, n.d. )
2.4.1. [bookmark: _Toc39442239]Curriculum vitae experience.
An experience I can describe here just a few months ago. I write my CV to apply for a job at the UWTSD London campus. Months ago, in our university, they were searching for a person for work in the weekends as an operation administrator. I check my CV and I edit it, updating recent experience in my work life. When I finished, I sent it to the responsible of shortlisting for an interview. The feelings I had in that moment was pride and also, I feel nervous, desperate and anxious. Pride because it was a situation that would serve me for my future, regardless of the results of the interview, I gained experience just by been there. My evaluation of this circumstance, is that was good because of the opportunity of applying for a new job that can help me in an economic way, but also was bad because of the sadness I feel when they told me the results, but that teach me that I have to improve my knowledge always. When I analyse this experience, I know that situations like this are going to occur to me a lot of times in my life and I have to learn to be happy with the results and keep trying always. The conclusion I made is that no matter what happened, take control of the situations and feelings is very important when you are presenting in an interview, if you are nervous, people will feel it and they can’t make a correct decision. The action plan I have when this occurs again, is that first of all I have to update always my CV with the last information about myself. Then I have to send to the person in charge of reviewing and choosing potential workers. Next, prepare myself for the interview and finally wait for the results patiently.
2.5. [bookmark: _Toc39442240]Cover letter.
A cover letter is a document you send together with the Curriculum Vitae. However, it varies from a CV because instead of being a written summary of your skills and experience, it’s precisely written with the career you’re applying for in mind, letting you to highlight certain parts you contemplate would make you correct for the role.
(Cheary, n.d.)
2.5.1. [bookmark: _Toc39442241]Cover letter experience.
One experience where I apply what a learned about cover letters was a week ago. One of our lecturers give us the instruction of writing a cover letter for our business plan. As I am the leader of my group, I decided to write the cover letter following the steps that I learned in class. I think I don’t have too much feelings here, only satisfaction because I was able of write a good cover letter that joins perfectly with our business plan. I evaluate this experience as a good one, because sometimes to people is a little bit difficult to write a cover letter but if you have someone that teaches you how to do it, it is easy to write one. The analysis of this experience is that cover letters are an important presentation of myself at the moment of applying for a new job and I conclude that it can help me to get the job I want based on my skills and experience related to the role I want to play. The action plan I made for this type of cases is to initially make a brain storm about my skills and experience in the laboral sector that I’m applying for. Second, start writing my cover letter following the steps that I learned in class, then check again if its correct grammatically, next send it to my future employee and finally wait for a response about my application.
3. [bookmark: _Toc39442242]RESULTS
With the passing of the weeks, and after receiving two types of classes, face-to-face and online, I have obtained as a result the learning of new topics such as public speaking skills or analytical and critical thinking, themes that I have to improve a little bit but I’m on the way to be good at this. Also, I reinforce knowledge about past topics like referencing or paraphrasing, which I’m practising a lot because of the writing of different reports for my modules at university.  
4. [bookmark: _Toc39442243]DISCUSSION
After talking about what I learned in the methodology and what results I obtain, I want to give my point of view about how I find my studies in this module. 
When it started, nobody knew what was going to happened in the future and we had the surprise that COVID-19 paralysed all our country, changing the course of our studies and our life in general. Because of this, we receive the instructions of study and work at home if we can and according to this, we started to having our lectures in Microsoft Teams, an unknown app for us until this moment, we had to learn how to use it and how to keep going the classes as normal, without losing the thread of what we had learned already.
During this time, I learned that there are a lot of ways to improve your knowledge, not only in a face to face class, not only around people. Study is an option for everyone, no matters the circumstances that are we living, we have to give our 100% to all we do.
Now, I know all the topics that I need to study in this term, thanks to the support and patient of our lectures because I know that this has been a very big challenge, not only for them, also for us as well because this has been something new and unexpected that required our full time and effort.
5. [bookmark: _Toc39442244]CONCLUSIONS
In conclusion I have learned a lot of things, not only related with my studies, also to always consider the effort that people around me do for my knowledge improvement.
Another think I conclude is how helpful and useful is to continue learning about skills that I have but I need to expand more. All what I learned at university, helps me with my life and how to act in situations like presentations in front of an audience or how to present myself through a cover letter or CV.
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