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Write an appropriately structured academic report where you reflect on your learning in this module, using a recognised model of reflection (one). Discuss 3-4 topics from those covered during the term and reflect on how useful they have been to you, taking into consideration what you already knew and any learning you undertook outside of the classroom. You will need to explain the chosen model of reflection and apply it to each topic. You will also need to analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.
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Introduction
This assessment task will use a reflective model to discuss three selected topics that will enable me to develop my employability skills in preparation of my career. Employability skills are the skills that a person has through their life, career, or academic experiences, that makes them to be able to get a job (Jackling & Natoli, 2015). These skills are important because they are an opportunity to market yourself in the work environment where thousands of other people are also marketing themselves for the same job that you might be applying for. These skills help employers to identify the best people to work for them and they help individuals to become more notable when looking for a job. Reflection is revisiting past events with the aim of analysing past experiences in a way that will allow future improvement, is important because it will allow one to examine why they do a task in the way they do it, then it makes them question why and consider whether it is the best way or not (Leeds Beckett University, 2015). Lastly, it helps with the realisation that they are better and beneficial ways of doing that task in the future (Leeds Beckett University, 2015). I have selected the Driscoll model to assist me in reflecting my three selected topics. The Driscoll model is one that uses a cycle of what, so what and now what, to learn from an experience; according to (Rolfe, Freshwater &Jasper, 2011, p.35) ‘what’, looks back and describes the incident that happened, ‘so what’, considers the good the bad and how one was affected and lastly ‘now what’ addresses what can be done to change in the future. 

Paraphrasing
The first topic to be explored is paraphrasing. According to Keck (2014), paraphrasing is the ability to rephrase statements made by someone using new words, without losing the original meaning. It is a tool commonly used in academic writing to demonstrate understanding, by avoiding the use of direct quotes (Bailey, 2011). What? Before the lesson, my understanding of paraphrasing was simply using a dictionary to find and replace words by their synonyms, so that the structure and meaning of the original context stayed the same. With this mindset, I thought it would be a very simple task that I could do without any issues, however I came to realise that I was wrong, and I began to worry that if do not improve this area of my academic writing and employability skills, it would cost me good grades or lead to the accusation of plagiarism. 
So what? As the lesson progressed, I worried that one lesson would not be enough for me to understand what was required. I was concerned that the process of reconstructing sentences would be complicated and time consuming and could potentially affect how I was going to efficiently write my assignments. However, towards the end, I found the lesson to be very informative. I gained understanding that paraphrasing required a combination of three techniques namely, using synonyms, rearrangement of words and the use of different word classes. The examples and demonstrations were explained clearly, and the in-class activities allowed me to identify the areas that I needed to improve such as rearranging words. 
Now what? The lesson provided me with the realisation that paraphrasing when done correctly will demonstrate that what has been read, has been understood. In addition, I am now aware that it is important to give credit to the original author with every paraphrased statement as this will indicate that I did not claim the statement. I found it inspiring that I will be able to make use of relevant statements to improve my academic writing. I also acknowledge that I will require more practice, as this will eventually improve the standard and quality of my assignments. 

Public Speaking and Giving Presentations
Next topic is public speaking and presentations with the use of PowerPoint. PowerPoint is a tool from the Microsoft Office software that enables the creation of visually illustrated content that will be presented to an audience (Grech, 2018). What? I felt confident going for this class because PowerPoint is a tool that I am familiar with and have used before. I have in the past, used it to make slides for informal presentations and when I was preparing notes for subjects that had visual illustrations to help me memorise. Reflecting to the first task we were assigned for this module, which was to do a PowerPoint presentation in 10 slides, I felt uneasy because it was going to be a formal presentation to my colleagues, that was going to contribute to my grades. One of my challenges was to keep the focus on key points and adhere to the assessment guidelines. I was used to not having limitations and would sometimes have paragraphs instead of bullet points. I am also visual, and tend to add a lot of pictures, which I realised is sometimes not professional.
So what? Public speaking and presentation skills are a necessary skill that is part of being employable. Having these skills will show that you are able to communicate with others, express your ideas, speak clearly and confidently to an audience. Such features when observed by employers are attractive and can lead to promotions and positions of responsibility in the workplace. This lesson highlighted that there was more to creating a presentation that would be presented to an audience. Unfortunately, my most recent experience with PowerPoint was that on the day of my presentation, I had a technical issue that was out of my control, and it only came my attention when I was halfway through presenting my slides, I became frustrated and nervous at the time. Looking back, I realised that anything could go wrong. The lesson learned was to always have extra options for back up in case of technical issues, to maintain composure and not panic. 
Now what? This lesson has been useful in educating me with tips to create, improve and present academic presentations in a manner that is effective and engaging, not only for academic requirements, but also for future career roles. The lecturer reminded me of how useful this tool is, to being able to show and tell audiences about a topic, because when done correctly, opportunities are created. Going forward, at the beginning of the presentation, I will use a statement or image that may get the attention of the audience, because then this is done successfully, the audience will be interested and pay attention throughout the presentation. I will also be cautious and strategic in the phrases I use, the layout of the slides, the type of font, the images used and the order in which I would have to speak on the day of presenting. I also learned from the lesson that the tone of voice, content provided, and length of presentation mattered in maintaining an audience’s attention. Although it is not advised to read from the slides or print outs, it is permitted to have cue cards that will help to keep track of the key points you want to say in the presentation. I also appreciated that inorder to have a successful presentation, one had to prepare well in advance, and allow time for rehearsing without having to rely on reading too much from the slides. Therefore, with more practice, I will gain the confidence to improve this skill.

CV Writing
Lastly curriculum vitae (CV) writing will be considered. According to reference a CV is a document that has evidence of a person’s skills, qualifications and experience that can be presented to a potential employer for a role that has been applied for (Morgan, 2017). CVs are an opportunity to write and promote the skill set, knowledge and abilities that a person has, that makes them attractive to a potential employer (Morgan, 2017). This document should be presented in an organised manner with key information about a person that will make them appear as a suitable candidate for the job being applied for (Moseley, 2015, p.90). Writing a CV is something that I have always felt anxious about, because it is something everyone must learn how to do for themselves and sometimes there is no one to guide you or help you to improve the quality of the CV. Learning the tips to improving this skill will improve my employability, and the information learned will allow me to be able to create attractive CVs for my future career.
So what? Before this lesson I had a basic knowledge about the key information that is needed in a CV, such as name, address, education, work experience, qualifications, skills, and hobbies. The lesson we had on this topic, highlighted that there were areas I needed to improve when it came to preparing an attractive CV. For example, I thought that one generalised CV could be used to apply for many different jobs. I also have a problem of writing too much information or all information about myself which leads me to having too many pages of my CV containing unnecessary information that would not be useful for the role I would be applying for. This discovery made me realise that such errors made my CV less appealing, because it was very generalised and this probably prevented me from getting recognised and shortlisted for many jobs I have applied for in the past. 
Now what? The lesson about CV writing has had a positive impact on how I am going to prepare my resume in the future. This employability skill is important because it is something I will be required to do throughout my working life, as I will continue to gain more education, qualifications and work experience, meaning that I will constantly need to review and update my CV. Secondly, I realise that at any given time, hundreds of other people will be applying for the same role as me, meaning that employers have the task of going through hundreds of CVs in search of the best candidates to work for them. It is therefore important that I make sure my CV gains attention and leads to being contacted for an interview. To achieve this, I am more aware of the use of tools such as Microsoft word, which has templates with the pre-set fonts, layouts and sections that can guide me to create different CVs depending on the type of job I am applying for. Following the personal identification section, I will now always prepare a personal statement no longer than three sentences, that best describes me and how I will be a suitable candidate for a job. With more practice and help, I hope to be able to use clear and concise words and try to be unique in what say, so that I can stand out. I will also make sure that I follow a chronological order and only include details of the most recent and relevant education, qualifications and work experience that will be appropriate for the type of job being applied for. The activities section will briefly describe what I have learned from my previous roles I have taken instead of what I did, and lastly, I will include information about my hobbies and interests to show that apart from work, I do other activities that are of interest to me which can sometimes help to make me unique.

Conclusion
In conclusion, using the Driscoll reflection model has helped me to reflect on the lessons of my selected topics and identify my challenges, worries and lessons learned in order to help me to improve my employability skills in the future. Being employable is very important because there is a lot of competition in the job market and learning to improve these skills and presenting them well, while I am still a student, will help to prepare for successful job searching that will lead to being shortlisted for potential employment in the career I want to pursue in the future.
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