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•Introduction
The University of Wales Trinity Saint David offers students to learn and practice a variety of academic and employability skills and techniques. The program structured around the journey to employment, leading us from the basics of understanding what academic and employability skills are, putting together a plan through identifying our academic and practical skills, building upon them, focusing them and demonstrating them. Some of those skills were entirely new for me, some of them I was needed to improve. In term 2, according to my personal development plan 'PDP", I have continued to study and practice the following skills and techniques required in my professional career.

•CV writing
As a professional builder, I had already a basic understanding of how to write and using a CV. But the knowledge that I received in our lessons from our teacher completely changed my vision of what CV is. I was sure before that CV it is just a detailed document which highlighting my professional and academic history. As a result of such an attitude, I was spending a minimum of time and efforts on filling out the CV form. That was my biggest mistake. Consequently, despite my extensive experience and proper qualifications, I often received refusals from serious and large companies, or they were ignoring my application. Therefore, I was very interested in the topic of cv writing, and I have got the understanding that good CV can be a perfect tool to build my personal brand, and it doesn't matter what I'm doing. Also, I learned in our lessons and from relevant literature, there are five critical mistakes in writing a CV:
•a lack of related work history
•grammar mistakes
•frequent job changes
•not enough information
•poor visual design. (Reed,2018).
So, I changed my approach and wrote a new CV based on my previous mistakes and my lessons learned. The result was fantastic. After uploading the latest CV to job searching apps within three days, I received more than ten offers from various companies. Moreover, it is surprising that I spent only a few days on all the work, and I got such an amazing result.

•Gathering relevant information
Fifteen years ago, I was the co-owner of the international wholesale company. Naturally, the process of sale and purchase included a mandatory and broad search and collection of various information. But only now, while studying at the university, I learned how to do it in the right way. That knowledge and skills what we use to search and collect data and information for academic writing, we can easily apply to gather relevant information in different areas of our life. If before, having, for example, three upcoming transactions in business, I collected data in a somewhat chaotic and mixed manner than now, I consider three operations entirely separately. Accordingly, the collection of information for each transaction has its own separate, comprehensive and in-depth process or session. Regardless of the method of information gathering, there are five stages in a successful information gathering session:
• preparation
• introduction
• questions and answers
• close
• follow-up (Blais,2012)
The most used methods of collecting information are published sources, surveys (email and mail), interviews (telephone, face-to-face or target group), observations, documents and records, oral histories and experiments. (Groenland and Dana,2020). As I learned, it is essential in the gathering of information process to have mastered skills of selecting and evaluating the data sources. Standard evaluation criteria of data sources include the purpose and target audience, authority and authenticity, accuracy and reliability, currency and timeliness, objectivity or prejudgment and coverage. On this topic, I received a very important for me theoretical knowledge and conducted practical exercises from the Digital Skills and Research course. Especially interesting and valuable for me was creating my own questionnaire and research survey based on an online platform surveymonkey.com. I never knew before that now there is such a great tool as an online questionnaire; it can be used for different purposes to different audiences and target groups. I am planning to apply these such great tools to most of my future research.

•Analytical and critical thinking skills
We all have an innate ability for analytical and critical thinking. We use these abilities daily, and they are vital in various areas of our life. 
Analytical thinking is the cognitive process of breaking down summation information or detailed data into key parts or main principles (Amer,2005). Analytical skills allow you to find solutions to common problems and make the right decisions about your actions to take next. Understanding problems, analysing the situation for better solutions is an essential skill in every position at every level at the workplace and business. I've decided to use the following methods to develop and improve my analytical skills:
•To read more frequently
Reading a minimum of 30-45 minutes every day is the perfect way to start expanding analytical skills. The more I learn about different ideas, the more I will increase my cognitive capability.
•Listen to podcasts
As I spend hours, commuting to and from work, listening to thought-provoking podcasts give me useful tips for stimulating creativity and challenging my thoughts and ideas.
•To play brain games
I like Sudoku, Scrabble, and to play chess: even 15 minutes a day of playtime can increase my mental stimulation and improve analytical skills.
•Surround myself with different personalities
Socialize in a small circle, most likely leads to discuss the same topics day in and day out. It is better to be surrounded by new, different people that can spark my imagination and offer a new various perspective.
•To keep a journal.
Writing a diary helps me to reflect my day – it forces me to analyse my actions and learn from any winning or mistakes.
•Learning something new every day
Even if I will feel comfortable in my career and know that I am good at it, I'm planning to learn something new every day; whether it's a feature on my device or a new technique in fishing, it's essential to keep testing myself and gaining new skills.
•To ask more questions
I like to ask questions. Curiosity moves us to be smarter and more creative. The questions that we ask to people and ourselves stimulate us to pursue different approaches and methods, forcing us to compare what we thought before and come to a better solution. The more knowledge you absorb, the higher level of your analytical skills will become.
•To be observant
For many years, many times, I made the same mistake, I was trying to do all my businesses very quickly; that is, to achieve fast results. Now I understand that it is not a bad thing to focusing on getting things done quickly, but also it is a good rule sometimes to slowing down and focusing on the details.
•Critical thinking is the process of mindfully evaluating information and deciding how to interpret it to make a grounded judgment. The latest research evidence shows that critical thinking brings us significant benefits for all areas of reasoning (Cottrell,2011). For example, a person with critical thinking can do the following:
•Ask relevant, straightforward questions with a specific and limited context
•Methodically collect information and thoughtfully assess it
•Achieve well-supported conclusions, and rate them against counterevidence
•Recognize the limits of own competence and be open for newly discovered things and possibilities
•Productively associate with others what gets results, even when get stuck into complicated problems.
In that case, I am planning to become a better critical reasoner, and I know it is all about practice. It is similar to physical training! There are known muscles you must build and train over time. I chose the following exercises to develop my critical thinking process. They are all about making simple but powerful changes to my intellection and monitoring them over time:
1. Ask Basic Questions
The better person is at critical thinking, the more fundamental and precise his questions become. To improve my questioning when problem-solving, I'm going to break items down. If I encounter a new problem or task in work or life and aren't sure what to do, I will start by asking the following:
•What information about this task or problem do I already have?
•How did I get the above statement?
•What is my goal and what I am trying to discover, prove or disprove, support or criticize?
•What might I be overlooking?
Those questions can help me to get right to the heart of a problem or task, inquire for simple solutions before assuming complexity.
2. To be aware of my mental process
People who are good critical thinkers often turn their analytical abilities outwards, critiquing other people. And I am a perfect example of it. I did before, and I am still doing repeatedly this mistake even now. However, to become a skilled thinker involves much more self-reflection. In particular, I want to keep an eye on my mental process; where it started, what it looks like, and where it's going. 
3. Set my perspective
Being more mindful of my own biases is an excellent help to improve critical thinking. Generally, we often make decisions depending on things like hunger, the colour of something, the weather, and so on. Even only reading about those preconceptions and heuristics will help to adjust the perspective.
4. Thinking in reverse
Thinking in reverse is a creative thinking technique that bases on the idea that to change your vision, you sometimes need to change the questions. Instead of doing things in the ordinary, logical, straightforward way, you get a new perspective and induce the new ideas by doing the contrary to what would typically expect.
5. Develop foreknowledge
Good ability to foresee is an advantage no matter what the person is trying to achieve. If it goes about the interview or trying to market a business, it is a lot better to make the right steps if you can see the consequences further down the line.

•Paraphrasing
Paraphrasing is a retelling in someone's own words the ideas encountered in the research process (Kuhlthau, et al.2007). Using of paraphrasing gives us a deep understanding of any text in the learning process. Since I am not a native English speaker, paraphrasing for me is also an excellent tool for improving the English language. Yes, I am continually making grammatical and other mistakes in the learning process. I am sure that there are mistakes in this text as well. But I am also sure that by making these mistakes, I am learning and moving forward. While studying in our course’s lessons, I have got a few of my favourite tips from my teachers, which I am trying to apply to improve my paraphrasing:
•reading the fragment several times to fully understanding the content
•writing down the key concepts
•writing my version of the content without looking at the original text
•comparing the paraphrased text with the original and making changes to phrases that still are too similar
•doing the reference and naming the source where you took the idea.

•Conclusion
Studying, improving and collecting the academic and employability skills are very important because the labour market is now extremely competitive. Businesses and employers are looking for people who are flexible, initiative and can start and finish the tasks in different environments. It is essential not only to have and know how to use these skills but also to be successful in presenting them in your resume. In my case, because of my plans to return into business, it was advantageous to learn how to write the successful business plan and how to present it to potential investors. In Term 2, we did the group business plan presentation. We used most of those tools and technics which we've learned from Academic and Employability course from Terms 1 and 2. Thanks to studying at our university, thanks to our teachers, I received invaluable knowledge and will continue to improve myself and my skills by using my personal development plan.
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