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1. [bookmark: _Toc60572728]Abstract

   I think, everyone more or less wants to become more employable and never stop accumulating knowledge and learn how to easily apply for the dream jobs, this is the way I choose to expand my knowledge and develop new skills, such as digital skills, academic skills, and teamwork. I decide to complete this on UWTSD hoping that I will a rich high-level knowledge and make me unstoppable when applying for jobs. During this course, I learned that there are few major steps to successfully achieve goals and therefore, same of the topics what I learned was how to make the perfect Cover Letter and CV, how to improve my Employability Skills and Time Management, all this topic helps me to rich my knowledge. The method that I choose to reflect on this topic is Kolb’s ‘Experimental Learning Cycle’ (1984).

 

  
2. [bookmark: _Toc60572729]Introduction 

   In the following report, I choose to reflect on some of the most useful topics learned in both semesters:  Employability Skills and Time Management, CV writing, and Cover Letter. From my point of view, the topics are merged with each other, and for me, it was especially very useful for the reason that I have accumulated new knowledge, experience and I became more organized and disciplined with my private and professional things and responsibilities.
I know and understand now that, to complete these semesters by myself and not getting involved in the class activities, what is very helpful is taking part actively at the classes and not only, but participation in the discussed topics which are, actively in dialog with the colleagues and in permanent touch with the subjects which are studied, permanent exercise and activities and interest full participation, switch and exchange of point of views and feedback with the tutors, and colleagues. A great relevance in all this that we study is the logical understanding of the matter of the subjects talked about in class, which helps me to develop and organize my time spent studying, collaborating and communicating with people, socializing, team working and developing the professional relationships to improve production. The following topics discussed were struggled to be made under Kolb’s ‘Experiential Learning Cycle’(1984) which has the function to make you understand through your own experience on what stage of development find yourself and help you gain more experience (Explorance, 2015).
1. 



   The qualities that I have developed here and managed to improve, such as socialization with the different people, organization of study time and job, involvement and the professional attitude in the working process, self-trust in my skills and knowledge I also learn easily, a perceptive and adaptive stance to new situations, I am feeling comfortable to give help to people with whom I´m working as well and in this way, I became an attentive person to others needs.  I also can say that a part of reflection is recognizing the parts where I think I could make more improvements because it is very helpful to know my weaknesses and my strengths, which for me, as a weakness, are the process of learning the digital skills, the improvements of an academic language level and how a project could be presented very well. In a short way of saying, the module studied teaches me how I could discover all my strengths, weak characteristics, and gaps to be able to improve them and to become much more disciplined. At the end of this semester, I was gaining and I was upgrading more information about me which seemed to me to be at another level, information about the skills which I own and, after some reflections, to see clearly where I find myself in the present with my pieces of information and knowledge, how my progress was during the semester of study and where and how could I improve to win a better level of knowledge, considering it professional.



3. [bookmark: _Toc60572730]Time Management

   Is a procedure that makes the organization and planning very accurate in terms of time between and during activities. The better the time management, the more productive the work can be regardless of pressures. The second subject was reflected by me, and it was a big satisfaction to see that, rereading the topic, I have realized that I still have to deepen my knowledge and start practicing often what I have learned. I like to believe that this is very useful and I had great pleasure when I realized that I managed to organize myself and my time, and I have realized that there is plenty of free time left for researches about a topic such as the topics mentioned. This topic, from my point of view and my analysis, is a transferable quality as well, which I am using now for university courses, but also personal interests. I can tell that now I can manage my time much easier and structure it even in my private life and spend much more time with the family. Considering that, nowadays, the stress, pressure such as emotional or time pressure from all points of view, that pressure is only because of lack in the time management of every single person. Good time management requires patience, discipline, identification of barriers that are creating problems to be more structured. For example, a journey which is not planned properly from the very beginning will delay everything, appointments, bookings, etc. This module taught me how to win and gather strong and real information, information which is meant to offer me help to work and be organized, to use some skills and tactics which are meant to help when organizing or reorganizing something. It is a strong topic which taught me to be able to deliver punctuality and professional work and to evaluate real-time and fictive time. For me, it was from the very beginning and is helpful what I have gained and learned by now about this matter because now I know the steps that can lead me to the right and proper time organization (MindTools, n.d.).
[bookmark: _Toc60572731]   I intend to use this way of research to the fullest to improve my professional life and even my personal life. I trust that in the present days, taking into consideration that nowadays the people are at a high-stress level in every single situation and which is taking up our time and misleads us. Time Management is a strong and obligatory course and topic that is meant to ease our work a lot. This showed me how to be selective, how to pay attention, and how and when to have a critical attitude when it comes to organizing journeys or holidays because knowing how to reflect on the personal and professional time, I can tell the difference between quality and quantity.   
4. Employability Skills

   These are meant to be the personal qualities that make a person fit for employability. Sometimes are called soft skills or in another word, transferable skills. Why, because, those skills are natural inherited skills and not technical skills and knowledge which people learn. First of all, Employability Skills showed me how to learn and improve my second language which is the English language and bring it to an academic level. A third ability which I have managed to improve studying the present module is the thing that this one managed to help me to improve the knowledge in the digital field, and why so, because, having activities in a different branch, I was using very little the digital services. I managed to gain better knowledge in the proper use of the internet, searching the trusted websites, and researching for real and true information and knowledge. 
    At the beginning of this course, I did not know too well about the academic ways of learning and teaching and the same with its environment, as well as about the college, and how the activities within the college are done. I can say that it was quite hard, I supposed as for every student at the beginning of its steadings but I have seen that during the process of studying  I was progressing very much and very well and that was one of the biggest motivation to keep going and made my abilities stronger. Having done the assessment and observing better my skills, I can say that this one was one of the biggest progress which I have done since I have started the classes. For me, it is very satisfying to see that I was able to stand and be present and learn this module. (Homden, 2020). 

5. [bookmark: _Toc60572732]CV writing 

   The common name of CV is the Latin abbreviation of Curriculum Vitae: Curriculum - program and Vitae - life. The main objective of a CV is to make an image of the person to whom it belongs.   Through the reflection which I have made on this matter: at a time when the business world is changing at a rapid pace, it is important to maintain your competitive spirit and ensure your advantage over other candidates applying for the same job you apply for. Thus, it is important to have a professional CV, which reflects the image of a serious and responsible person and most importantly, to differentiate yourself from other candidates. The most common question is: how do you create your resume and how do you make it more competitive compared to others? The simple and main purpose of a CV is to inform the employer about you, your work experience, skills, and education. That's why your resume is one of the most important elements when applying for a job. (Indeed, 2020). This topic helped me not only to understand how to make a CV but also, help me to understand how to outline the key skills and abilities and use them to become more employable. Especially because my work experience is not so large, I did not have the opportunity to apply for many jobs, thanks to this module I have learned how to present my ability and skills professionally.



6. [bookmark: _Toc60572733]Cover letter.

   About this topic, I have found that Cover Letter is also known as a motivation letter. It is the first contact you establish with the employer and represents the bridge between your CV and the job you are applying for. Many employers do not even consider a resume unless it is accompanied by a motivation letter or cover letter. Only thanks to the cover letter or motivation do you have the chance to highlight your personality, the weaknesses, and the strengths that make you the ideal candidate for that position. The cover letter must present mainly the motivation for which you chose the respective job, your qualifications and skills, but also your availability to the company or employing institution. You need to show the employer that you know their needs and that you can make improvements to increase their efficiency. Such a letter must be designed exclusively for the employing company, it is the first chance to get noticed and to express the special interest that you show to the company and the respective position. (Buffett, 2017). 
   The cover letter, after my researches, makes a specific selection and presents to the employer only those qualities that are necessary for the job put up for competition. It is, the first contact you have with the employer, without meeting face to face with him, and you have to convince him to read your CV before others when he has a few dozen other applications on the table. 
   All this information gained from the courses has helped me very much to improve the knowledge that I own about this subject, how to compose a professional Cover letter, how to create a very good looking and structured CV. All this new information and knowledge helped me and showed me how I could attach a proper structure to every presentation and every project that I will build as well as for a professional presentation to a future employer.
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