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                             A reflective report on Academic and Employability skills
                                                                Introduction
The purpose of this reflective report is to analyse and evaluate what I have learned during the second term module. I will examine how learning this module has helped me improve and develop new skills in both academic and employability skills and suggesting ways in which to improve on the skills gaps. I will reflect on what I learned on writing a smart standing out cv “red box cv” the one that attracts the employer’s attention therefore, securing a job interview. Reflecting on presentation skills, leadership skills and the most valuable communication skills. I will use Gibbs’ cycle of reflection, learning from experience, focussing on the six key stages of experience, description, Feelings, Evaluation, Analysis, Conclusion and Action plan to help me reflect (Gibbs 1988).
CV Writing Skills
Reflecting on CV writing, I did not understand the key points of writing a great CV. I was not confident writing one and did not know very well what to include or not include, I always asked for help from a friend. Through this module, I have learned that to write a great CV, it is essential to have a clear layout of content, structure presentation, and formatting (Morgan, P.2017 pp,338-339). National Citizen Service (NCS) study says recruiters use an average of just 8.8 seconds assessing each CV, so first impression is vital (Prospects.ac.uk, 2018). I understand now that I do not have to include some personal information like age, date of birth and marital status, as it is not relevant unless asked to do so. I have become aware how important it is to check my grammar and spelling for errors to make good first impression on the employer therefore, great chance of being selected for a job interview. I now understand that for my CV to attract the recruiter’s attention it must have special and unique information about my employability skills related to the job in the main part of the first page. Most importantly, I must study the job description understanding the key skills that they need and match them to the ones I have. Having studied and practiced writing a great CV, now I know that the CV should be focused on the company and the employer, understanding their products, company rules regulations, procedures and competitive. Any CV must be coordinated to the criteria being looked for by the organisation in order to be successful. A single CV cannot simply be sent out to different jobs, it must be adjusted accordingly and updated often.
Interview Skills
Reflecting on Job interview skills, I learned that Planning, Preparation, and Practice before the interview are key points. Before this course, I always had very shy approach to interviews, I dreaded doing interviews. I did not feel that I was well equipped with information about the employer and prepared for unknown questions. Having studied how to write a great CV has raised my confidence on doing a job interviews because now I know how to prepare. My attitude has changed because I feel more informed and aware of the expectations at the interview, how to answer questions that may raise unexpectedly. By doing a research on the company before the interview shows the interviewer that I know what the company stands for, and done my research therefore making me a great candidate. The knowledge of the information on my CV is crucial because I would be expected to answer any question if it is raised. I learned that it is important to be clear of why they should hire me instead of the other candidates. I must stand out, be able to demonstrate my unique qualities and skills. Show that I know my job by giving examples if needed like, problem solving, team work, previous good results, demonstrate how good I am and passionate at doing my job. This is where I am selling myself that I am the best candidate to hire. Pink (2012) says, whether it is by convincing, persuading, offering services, we are all selling something. Through this course I am better prepared to answer questions about my strength and weakness in a job interview that would normally make me nervous. Talking about my strength, I am able to elaborate what I am good at such as an excellent communicator, patient and reliable. My greatest achievements are raising a family of 4 children while studying and working. I am understanding my weakness question and how to answer it and demonstrating steps of fixing it. For example, when I am doing an assignment or any task, I find it hard to switch on to something else before I finish the first one, because I like finishing things up than wait. I am working on it by prioritising, focusing on important, urgent and good time management. It is essential to prepare few questions to ask after the interview, is another great way of showing knowledge and interest about the job I am applying for, also keeping in mind it is a two-way communication. It is good to Reflect on the interview to understand where I may need improvement and sending follow up thank you email which would remind them to give a feedback soon.   
The one question that always puzzled me is where do you see myself in 5 years? It always made me feel unsure, which answer was right, why would they want to know about what I will be doing in 5 years? It felt personal. I did not know it is relevant to the company and the job applied for. I thought it was not a high-quality question. Now I understand it is a trick question meant to select a candidate who demonstrates high level of commitment and matches the company’s goals and values in the long run. Knowing opportunities available in the company, like training, new positions coming up, gives a clue how to answer this tricky question. It is best to be realistic and genuine about what is achievable in that period of time, show desire for growth and responsibility. 
Presentation Skills
A presentation is a method for communication that can be adjusted to numerous speaking circumstances, for example, sharing information with a large group, team of people, and an audience. I have learned that a successful presentation needs grand preparation and planning (Morgan, P. 2017). As Benjamin Franklin, a founding father of the United States, said: “By failing to prepare, you are preparing to fail”. My experience on class presentation, I was nervous and petrified because of fear of public speaking. I forgot the order of my presentation and had to read from the paper, therefore did not feel connected to the audience. From that experience and learning this term, I believe being fully prepared plays a big role in confidence to present like a leader. Reflecting on the experience it was an important lesson for me because now I know preparation is crucial and I am working on improving it. To get over my fear of public speaking I will need a lot of practicing in front of the mirror, my family and watching tips on YouTube. This term I learned that having a great structure of presentation must be grounded on the objectives, goals of the message. By learning these skills of presenting this term, I understand that knowing the nature of the audience, who they are, connecting with them by studying their body language is important during presentation. Understanding what the audience wants to learn, why they have come, their biggest problem and how I can make a difference in their lives and help them is a vital key to having a successful presentation. Furthermore, I understand giving a great presentation that will change people’s mind, I need to have the ability to persuade, inspire. Cialdini (2007) talks about the “weapon of automatic influence” the ability to achieve effectiveness lies in the way we structure our requests, the choice of words as a weapon of influence. In Presentation there is a need for creativity and confidence, I will improve by learning different methods of presentation, purpose, visual aids, audience interaction and whether it is formal or informal.
Leadership skills
Leadership is about creating a change that one believes in, then motivating a group of people that hold the same ethics to follow their lead in an organisation or team to achieve the desired goal. Learning leadership skills and from researching materials some people in that the society think that extroverts are better leaders than introverts. Cain (2014) talks about how Harvard Business School were taught and argued to develop an extrovert personality believing it to make them more successful in the society. Students are taught to “Speak with conviction, even if you believe something only fifty-five percent, say it as if you believe it a hundred percent.” Research shows that the society perceives those who talk more to be smarter than the quiet ones. In my opinion people who talk a lot will attract attention towards themselves but talking more doesn’t make anyone smart or a better leader. I believe leadership can be learned and developed through training, introvert or extrovert. Cain (2012) believe introverts’ strength come from silence, they are thoughtful and passionate, introverts are great ‘quiet leaders’ they lead with enthusiasm. For example, President Barack Obama, described to have extraordinary communication skills is an introvert and a great Leader. Studying leadership qualities during this module, I have come to realise that leadership is an essential skill in our daily lives whether it is being a parent, family gathering, business running, we need leadership skills. To be great leaders we must have effective communication skills, listening skills, and care. According to Sinek (2014) to portrait great leadership “Leaders Eat Last” meaning, leaders set good examples, they are role models, who lead with empathy and communicate effectively. They take care of their followers, they build trust and make them feel a sense of belonging and safety. Strong bonds develop they become loyal to their leader, so they work diligently. The results “Eating last is paid by loyalty and hardworking” therefore, achieving high performance and success. 
Leadership skills is a fundamental skill which demonstrates valuable communication with people, resulting in gaining their attention, intention and interest. I have gained valuable communication skills but, I have identified skills gap in my leadership skills. I am working on improving them by pushing myself get out of my comfort zone, studying more of leadership materials and on you tube. I realise that I cannot let my fear of public speaking get in the way of leading. “Feel the Fear and do it Anyway” (Jeffers, 2006). In work place leadership qualities are vital, it is better to be well prepared when the chance comes up. I trust we all have an awesome ability to be extraordinary leaders (Hucles, 2016).  According to (Godin 2008) there are tribes across the globe yarning for leadership connections. There are opportunities to bring together a tribe, a team and lead. It is about creating change that you believe in.
Conclusion
In conclusion, reflecting on what I have learned and my experience this term, I have made great improvement. However, I still have skills gap I need to work on. I need to feel confident with my assignment writing skills, grammar, I want to be in a place where I can look up information and paraphrase it well without struggling. I must work on my creativity too, like creative thinking, solving problems that arise during presentation. My aim before the end of the year is to build my confidence in presentation and public speaking. Examining my learning I would like to say this module was best taught and has helped me to improve in all topics. What I would like to do better next time is to create a studying time that will help me in planning, research and revision on the module. 
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