
[image: ]









Student Name: Debora Ferreira
Student Number: 1909895
Lecture Name:  Dr. Rexon Nting 
Module Name: Academic and Employability Skills 
Module Code: BMSW4001
Table of Contents

Introduction	3
Communication	4
Teamwork	5
Cover Letter	6
CV Writing	7
Reflective Writing	8
Conclusion	9
References	10














 




[bookmark: _Toc39523565]Introduction 

The aim of this report will be to write an appropriately structured academic report where I will reflect on my learning in this module, I will talk about 5 topics talked in both terms – communication, teamwork, cover letter, cv writing and reflective writing. I will explain as well how helpful they have been to me inside and outside the classroom.  
When I started university, the lecturer explained to us some skills – summarising, paraphrasing, teamwork, communication and time management. Since I learned how to use them, I feel I have made some improvements on my skills and abilities. To be honest I did not have a lot of knowledge about some of the academic skills that I was taught by the lecturer. They can help us to manage our time, understand how to work as a group, how to communicate with other people, etc. 
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Since I learned how to use this skill, I can communicate more with people because before I really had a problem to communicate because of my English. I was not confident with myself because sometimes I thought people was going to laugh because I did not know how to speak properly. 
Being able to go university and learn this skill, make me feel proud of myself because at my workplace, I am a customer experience leader, so I am required to talk a lot with customers. At my workplace communication is the key. Is important to understand the customers properly and to make them feel good at our place. My focus is to provide a good service to the customers to make them feel comfortable. 
At university, it is especially important to use communication. Before I really had problems when I was doing my group presentation because of my body language and is important to have a good appearance when we are doing a presentation. 
Since last term I can say I improve more my skill in communication because I am more able to have a good communication with others, give instructions, I am more confident with myself.
Whether when we want to have better conversations in our personal and social life, our get better ideas at work there are some key things we can do to improve our communication skills. 
It is very important to show respect and appreciation, people can be more open to communicating with us if we show respect for them and their ideas. It is also important to be respectful and considerate of other people’s time. This way communication can be successfully achieved. 
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Teamwork 

The best definition I found to describe teamwork is the process of working collaboratively with a group of people in order to achieve a goal. It is very important to work as a team and very necessary to colleagues to work well together trying their best in any circumstances at the workplace and can make work more efficient and funnier.
It is especially important to know how to work as a group because gives to the members the chance to learn from each other. Research shows that the most successful teams are made up of a diverse mix of behaviours. 
One of the aims of teamwork is increasing productivity and performance.  The job of one leader is not supposed to act like a boss but rather work together with members as a team because this helps build strong connections between the members. 
I can say that I am a good and reliable person to work as a group, because I know how encourage and motivate my colleagues to the achievement of a goal. It is relevant to consider that as a group we are able to help each other in order to reach more goals. This is achieved by respecting the opinion of others and making our opinion clear so that it can be considered by the rest of the team members.
At my job it is very important to work as a group because we are always busy, to make the customers happy we need to always work fast and that is not possible if we do not work as a team helping each other. 
I think I am always improving this skill because is not easy to work as a team because sometimes we don’t like some colleagues, staff or whatever but we need to ignore that and do our best to reach or goals. 
I have learned as well that teamwork is a strategy for quality service in an organization so I hope when I came back to work, I can share these reflections at my workplace. 
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Cover Letter

A Cover Letter it is when we write for a specific job opening and we want to apply for it directly and it is always accompanied by a CV. In the cover letter we need to introduce our self and give further details about our qualification and skills. 
When we are talking about our qualifications and skills, we just need to write about that are relevant to the job we are applying for. When we write a cover letter, we are giving to the employer the first impression of us. 
According with Beatty, Richard H., 1939 (..) “The cover letter can have a very significant impact on the outcome of the employment application process. If well written, it can create excitement and interest in your employment candidacy, compelling the employer to invite you for an interview.” That is why is very important to our application letter should be clever, well-structured and we should provide all necessary information.  
When we are writing a cover letter, we must do it properly so I will write some steps:
A cover letter should entice the reader to consider the business opportunity and read further.
The cover letter must be simple, attractive and customized to each investor. Potential investors should be contacted again about a week after the plan is submitted. It is acceptable to ask when the funding source might contact the owner for further conversation. 
The inquires should be brief, most of the contacts will be trough emails or voicemail messages.  
When writing a cover letter, we need to starting talking about the specific position we are trying to apply, highlight why we think we are qualified for that position we are applying for and reference skills and qualifications specific for the job role. 
At the end of the letter we need to express our desire to discuss about our qualifications further during an interview. 
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CV Writing 

When asked to write a CV we need to do a good research, we need to focus trying to do our best to make sure we grab attention of the employer and we need to understand how to detail our work experience and education and how to include our hobbies and interests.  If we do not know what skills and knowledge our potential employers are looking for it will be difficult to write a CV that impresses them. We are more likely to get the job if we show that we have the skills required for the job role. This can be done by demonstrating our ability to perform the skills we have gained from previous jobs.    
Before we start writing a CV, we need to hit the job board and browse through lots of relevant job adverts in our industry. We need to take notes of the employer’s requirements that keep appearing and make a list of them.
We need to focus on hard skills such as: - industry specific skills, IT system knowledge, languages and qualifications.  We do not need to worry to much about soft skills like communication, teamwork or problem solving. Soft skills are great to have but they are applicable to most jobs so when we are writing a cv we need to focus on hard skills. 
It is very common for employers to pays attention to details, so it is important we are writing a CV to indicate: - our qualifications, the dates when we started and when we received each of our qualifications and final our results. When we are writing always, we need to list the most recent qualification and studies.











[bookmark: _Toc39523570]Reflective Writing 

According with (Kahn and Taylor,2006) “Reﬂection is considered to be a process that can be developed and maintained to support continuous learning and personal and professional development.” This process can include the process of reﬂective writing as a means of capturing the thought and experiences in journals, diaries, blogs, etc. These writings can be formal as in a staff appraisal report, or informal as might be found in blog entries (Ghaye and Lillyman (2000)).
In my opinion reflection allows us to look back on something and think deeply about it, by analysing, questioning and evaluating the experience. With this we can develop new insights and perspectives. This will often challenge the way we think and our beliefs and, affect our future actions making us aware of what we need to improve in order to succeed. Reflective writing is a chance to think critically about how an experience made you feel and how this connects to our personal beliefs. 
We all have our own perspectives that we bring to any situation. This process also gives us an opportunity to connect these experiences, feelings and beliefs to theory and research and we can use these ideas to inform how we may act or think different in the future. 
When we write a reflective report, we need to be careful. 
In my opinion reflective writing is my responses to experience, opinions, events, new information and thoughts. It is a way of thinking to explore our learning and an opportunity to gain self-knowledge and with reflective writing we are developing and reinforcing our writing skills as well.
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Conclusion 

Conclusively, every single skill that I have mentioned above I extremely necessary and commonly used in our every day lives. I am very glad I have achieved them, and I would say that I would not be successful in my daily tasks. For example, at my workplace or even when communicating or helping my friends or family members.   
Some people may do not know how important academic skills are, but they really make a difference in our lives. With these skills we can improve a lot in our workplace or university.
Before I learned how to use academic skills, I was not able to understand how helpful they are to be used at work and university. Since I went to university, I saw how important using academic and employability skills are for our lives. 
Was important to me to do this work because helped me a lot to understand more to use academic skills to improve my knowledge. All this information was essential because provides information who help us to use in the future. 
When we are writing essays, a conclusion is really intended to bring the previous material together in a brief summary. This assignment helped me a lot because made me try new things, develop my skills and understand how using these skills are important for our career.
I really enjoyed doing this essay because made me think a lot, how we should give importance to use skills. Now I hope I can achieve one of my goals at least consistently good mark of 60% upwards for academic assignments and reports as evidence of my written communication skills. 
I also found that I was more confident with the work I produced. Something who keeps me going on is just the thought that someday I will be able to do better assignments with my knowledge and skills. Every single day we are learning new things, step by step I will achieve my goals, this is what encourages me and keeps me motivated to achieve my goals.
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