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[bookmark: _GoBack]Since the academic year has started in October, I have been taught more than that I was expected. On this report, I am going to be writing about four topics which I have learnt during the first and second semester on Module Academic and Employability Skills and how they have helped me to improve myself. Some of the topics are Report writing, Time management, Referencing and how to write a CV with a Cover letter. On the following pages, I will analyse them.
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Report writing

It is repeated habit that students ask even from the first week about the assignments we are going to have at the end of the semester. This was precisely what happened in my classroom when I started in October. Many questions came up, but the lecturer reply by saying that it is too early to know precisely what we must write on the assignment. The only thing he said with surely was that it will be an academic report. I had never been asked in my life to write an academic report. Basically, I had a concern if I will be able to manage it. Nevertheless, after we completed the semester, the lecturer had given enough instructions on how to do an academic report.   
The way how to structure a report is the following. On the first page (cover page)        I shall put the title of the report, my full name, my university’s ID number, the code of the module, lecturer’s full name must be included and the number of the assignment if it is not the first one. On the second page, I must write the table of contents which list together with the headings according to the pages number, which should be written last because it will depend on what I have included on the pages. On the third page, I should write the introduction. The introduction is a briefing before the main body of the report. The aim and object do not need to be detailed analysed. Next pages should include the main body of the report. There will be methods, results and talks for the topic. On this part is the information from my researches, conversations, thoughts are arising. Beyond will be analysed what comes from the discussions. The structure of the body must be clear and logical order. On the next heading, I should write a conclusion. The conclusion is for reminding readers the most essential point on the report, not to analyse or doing something more. And last are the appendices. All the information which are not published (e.g. questionnaires, surveys etc.) I should write on this part (University of Leicester, 2009).      
All these have helped me evaluating and analysing sources. Also, I can be more efficient on how to understand a briefing report. Another two crucial things I have learnt is how to structure the description on the correct order and how to present it.     Another two critical things I have learnt is how to structure the report on the right order and how to present it.  
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Time management was always one of the biggest problems I had and an issue which I did not know how to solve it. Previously by the end of the day, I could not realise how fast the day had gone, and many issues remain unfulfilled. When I applied for this course “Skills for the workplace”, I saw that one of the topics will be Time management and I said this is perhaps an opportunity to solve this problem. For me was one of the topics which I was interested a bit more when the lecturer started to teach it. He began to give some examples. Afterwards, I did my research’s on Peter Morgan book and the web. 
Basically, time cannot be managed, but it can be organised. Meaning of the time is standard. Day has twenty-four hours, and it always works with the same rhythm. Time can be more efficient when I know my goals, what I want to attain and how to organise activities (Levin P. 2007).
According to Levin P. (2007), the daily routine is an additional manner on how to control the time. Last, time estimates are significant on how to manage the time. Especially when I meet with deadlines, I should estimate the time for the consummation. 
It is a human ability to use time effectively. If I do not do excellent performing is very easy to fail to manage the time. Being good on how to manage the time brings success not only for students but on the workplace as well. The most essential thing is to prioritise what I need to do, to be focused on finishing them on time. The best way to achieve this is by having a diary (Morgan 2017).
Having analysed all those skills, now I know how to be more efficient on how to control and manage the time. I have understood how to organise by priorities things, how much time does each one takes me to be finished. This topic has also helped me on how to organise myself. I was afraid that I will not be able to manage work and university together. Besides, it has helped me to be consequent with the university’s deadlines. This has happened because I have created my daily routine, I spend two hours every day reading the modules and doing researches. 
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One of the most important things I have learnt during this academic year is referencing. In the past, I always used to skip this part when I was doing any research. I have not presented someone else work like mine, but I never paid attention because it was at the end.
According to Neville (2010), when someone’s work or assignment is being cheated or copied; this is called plagiarism. To avoid plagiarism, I always must do summarising, paraphrasing, citation, referencing or to use quotation marks if I copy-paste someone else works. 
The use of reference is to show on the assignment the identity of the research. It is illegal to present someone else work as mine. Intellectual property rights are protected from the societal value system. With referencing, lecturers can also check and correct the evidence I present. Some things which need to be referenced are information which has been written, Internet sources, journals, articles and books. Therefore, I must reference in assignment to tell the reader the origin of tables, diagrams, photographs, when I give a theory and when I paraphrase someone work.
In my assignments, I use the Harvard style referencing, which is the following. In the part of the assignment, I must cite a piece from the reference by writing authors last name or name of the organisation if it is not an author, and the year it has been published. I must also write the references in alphabetical order at the end of the assignment. I need to make sure that the name I am using in the citation matches with this one on the full reference (Neville, 2010). This is a sample of how to reference a book. The way how I must reference a journal, an article or web site is different.
This topic has helped me to be aware of any unfair practice. It is vital for me because I will need it for whole my academic years and probably later, depends on the job I will do. You can check an example at the end of my assignment.

[bookmark: _Toc37852041]



 
[bookmark: _Toc38293648]CV with Cover letter

When I came first to London, I was nineteen years old. For me, it was not easy to find a job. I was searching every day on the web sites, via phone applications and from newspapers but they all asked for a CV. 
Curriculums vitae are still used by some posts to employee a person but at not at the same frequency as before. Nowadays, application forms are mostly used. However, being able to write a CV can help to present your skills and achievements effectively (Brammar L. 2008).
The purpose of every CV is to let the future employer learn information about my life and my qualities. This is the reason why CVs should always be updated. For every job application, a different CV should be used, which meets the demands that the job requires. This means that when writing a CV, it is possible to emphasize some assets of my personality that I think will guarantee me the job. At the same time, I must provide evidence of my skills and achievements. To do that, examples must be presented to the time my skills were used. 
Moreover, it is also vital that my experience and evidence should match what the employer and the job requirement. Emphasizing these criteria at the same order the job offer prioritized them will give me even more opportunities. When writing a CV, the language should be appropriate and a confident tone. Also, there should not be any gaps or essential details missing. The CV represents a short resume of my life and abilities. Skills that are relevant to the job requirements should be emphasized and analyzed for the employer to pay more attention to them. Below you can find the right order to write a CV (Brammar L. 2008).
First, personal details must be written, which includes the name and contact details. Next one is Education and Qualifications. In the career statement section, the goals and achievements I want to accomplish in my professional life should be mentioned. Current appointment. As the word suggests, I should write information about my existing skills and responsibilities. In the previous employment section, I should write every valuable information about my previous jobs. As it was written above, evidence should be provided for my skills. This is what the section of Evidence of experience and achievement should contain. 
Moreover, there is the ability to write some of my interests. However, it is suitable to mention the ones that helped to develop my skills and characteristics. Also, a CV must include References. Finally, in the end, I should be sure that my CV is well organized and shows that I have all the skills to make me suitable for the job is being offered (Brammar L. 2008).
A covering letter is a letter which presents me to the employer. In the cover letter should write a summary of why I am appropriate for this job. The cover letter must be written in a specific way and well English (Morgan, P. 2017).
The convenient structure of a cover letter is the following: After completing the letter basics which are the address, date etc. it is imperative to know the name of the person who will read the letter. On the first paragraph I must write where I have learnt for the job, and the position I am applying for. On the second paragraph, I must write a summary of my qualifications and skills which are indispensable for the job. On the third paragraph, be required to my offer for the company with paradigm from previous employment and positions. On the fourth paragraph, I need to repeat my concernment for the job and my contribution to the company. On the last section, I must thank the employer or the manager (depends who is reading the letter) for their time, to indicate him for an interview and to close the letter with ‘ Yours sincerely’ if I know him or with ‘Yours faithfully’ if I do not know him (REED, 2020).
With this knowledge now when I want to apply for a new job, I know exactly what should be included in my cv and cover letter so I will be more benefiting from acquiring the job. 
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Reflective practice was that missing in my life. Reflective practice is what I learn from my experience and my reaction when I find myself in a similar position. The reflective circle I use is the lesson I learn in university, self-assess is the effect the experience does to me, consider is what I do right or wrong and how can I improve next time and put my thoughts in practice. The same process is repeated. I do questions to myself when something is working like how did it work so well, what shall I do the same next time, and when something does not work I do questions like why it did not work, what shall I do differently next time (Cambridge Assessment International Educational, 2020). Concluding these four topics, I can realise the positive impacts and the benefits they offer me not only in my academic life but in my workplace too. With the knowledge and by doing reflective practice, I feel more confident when I start writing a report, how to organise myself and finally how to make a proper application for a job. 
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