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Write a reflective report on how the learning in this module has helped you developed your employability skills, using the feedback you received on all in-class activities, and including scanned copies of term 2 activities in the form of an appendix. 
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Introduction
I am writing this essay to analyse and evaluate how effective taking park in the module “Academic and employability skills” has been in helping me to develop my skills for employability and to assess the helpfulness of the module in terms of how easy it was to understand the content and general message it was trying to teach us. Throughout the module I have come across new ideas and learnt knew things, many of which I had not considered before studying the course. It has taught me just not what is desirable from an employer’s point of view, but also what I am required to express about myself in terms of my strengths and the things which I enjoy doing and am good at. In this report I will talk about 3 different topics in the course which I have learnt about and reflect on how I feel they have helped me to develop in terms of my employability skills. All the information in the assignment is based on the course content as well other work I have read from other authors, those which I have referenced. It is important to realise that usually academic literature and essays are written in the third person, but for this piece of work I will write in the first person to express my views and opinions. 
Referencing
One of the key skills that we have explored in the module is that of referencing. Referencing means that if you read a piece of academic literature for example a book or an academic journal, then any information or ideas that you collect and want to include in your own work must be credited to the author at the end of the essay. There are many different ways to reference a piece of work that you use, for example the Harvard style which is the most common and the one that universities prefer students to use. Another type of referencing system is called the OSCOLA, which stands for Oxford Standard for Citation of Legal Authorities. This particular system is commonly used by people who are in the law profession or are studying to become a lawyer/solicitor. The style which we have studied in depth and have been told to use for our work is the Harvard style. When using the Harvard style for referencing, there are many different processes to follow but the most important aspects are to include the title of the piece of literature, the author of the piece of work and also the year in which the document or book was published. Some of the finer details include ordering the references in alphabetical order if more than one is used, as well as stating which specific page of the book you have taken the idea or quote from. 
Whilst it is useful to use many different references to make sure that your work is well-informed and has a variety of opinions, the most essential aspect of referencing is to “paraphrase”. The term paraphrase refers to the process of reading some information, understanding the meaning of it, and then expressing it in your own words. If you simply copy and paste the information into your work, this is considered plagiarism. Plagiarism is check by the university when you submit a piece of work, and in some cases can be considered as breaking the law. In terms of employability, I have learnt that plagiarism is not just frowned upon in terms of academics, but also if you are expected to do some work for your job and you simply copy and paste ideas from another source, this will be picked up and you may be at risk for losing your employment. Referencing does not just apply to academic literature; it is also important to reference if you write a report for work purposes. To summarise, by using a variety of references you are showing that you have explored the topic in question and are expressing opinions that are informed.

Cover Letter
The second part of my review will be about the content we learnt about relating to cover letters.  A cover letter is something that someone provides to an employer when they are applying for a job. The purpose of the cover letter is to introduce yourself and explain to the person appointing, what it is you are looking for and what you can offer them. As the employer is likely to read the cover letter first when looking at a candidate, it is important that you can give them a good idea of why you are suitable for the job, within a short summary. This means giving all the strengths and characteristics which you have, but more importantly the ones which are relevant for that particular employment chance. According to Richard Beatty’s “The Perfect Cover Letter” published in 2003, he defines the purpose of a cover letter to be a business document that summarises your application for a job and is attached to the curriculum vitae (CV). He stresses the importance of it being a “letter of introduction”, essentially to introduce yourself and give the employer some idea of why you may be more suitable or may want the job more than other candidates who are applying, which will result in making them more focussed when they come to reading your CV after, more of which I will explore in the next section of the review. For example, in your CV you may display a big variety of skills and your experience may show that you have worked in a range of different jobs. But if in your cover letter you tailor it to the job you are applying for; the employer will know you are not simply applying for any available job. For example, you may have worked in construction and in a call centre, but the job you are applying for is office based. In this scenario, within the cover letter you will state that having worked in an array of jobs, you have got a wide skillset but currently are looking for employment in an office environment so that you can use your teamwork and cooperation skills in the workplace. Additionally, you can include some other strengths which are relevant to office work, for example explaining that you are good with computers and Microsoft Office.
In the module “Academic and employability skills” we were taught how to effectively write a cover letter. I prepared a draft and was provided some feedback from the lecturer, which was very useful and gave me a good idea of how to improve it. I feel that since I have completed this task, I will be confident to prepare another cover letter in the future when it comes to the time of applying for a new job. More importantly, I believe that I will be able to make it relevant to the type of employment opportunity that I am hoping to get. In this aspect of the course I feel that it has been very useful for equipping me with a key employability skill and have only got positive thoughts on how the module approached teaching us about this topic. 
CV Writing
In this section I will reflect on one of the most important topics we covered in the module, and that is CV writing. During the module we learnt the vital things required to write a good and effective CV. It is crucial to include all the experience you have got from past jobs, as well as to give examples of lessons these jobs have taught you about yourself. One other thing that we were taught, is that an employer does not just look at a CV to find out the skills which past employment has given you, but also so that they can see what sort of hobbies and personal activities you enjoy doing. This gives them a good idea of what your personality and character is like, so that they can decide if you are suitable for the work environment for which they are hiring. In a CV, it can be tempting to be dishonest to make yourself look good for the job. However, lying in a CV will do more harm than good, because within it you are expected to provide references from previous employers who will confirm that the things you have specified in the CV are true. If an employer finds out that you have been dishonest, you will certainly not be appointed for the job. It may even ruin your reputation and prevent you from getting other jobs that you apply for. Finally, a CV should be inclusive of not just your skills and past employment but should also include basic details such as your name, age and contact details so that the employer can inform you of the outcome of your application, even if you don’t get the job they will need to let you know that you have been unsuccessful. The cover letter which was reflected upon in the previous paragraph acts as an introduction to the CV, it tells the employer what they are going to find, in summary form, about the candidate in their CV. This means that the CV is the most important tool for “selling yourself” to be ahead of other people applying for the job. In the words of A.W Metcalfe, a CV is essentially a confessional document whereby you admit to an employer exactly what your past employment and education scenarios have been.
Conclusion
To conclude, it is safe to say that I believe the module Academic and Employability skills has been effective and useful in helping to assist me understand the most important things to become employable. I have discussed just 3 different subject areas of the topics which were covered in the syllabus and have reflected on how they have benefited me to develop myself. There are others which I have not mentioned due to the word limit, but which have been very helpful too in giving me an understanding of how to be more employable. I would only suggest one area of improvement to be that of the speed at which content has been covered. At times during the module I have found the amount of content covered in the timeframe to have been moving at a fast pace, and occasionally found it difficult to keep up. But I have been able to look over the topics which I struggled with and have managed to make my knowledge of them stronger to be fully aware of the full course content. With all of this information, I feel in a much better position to be able to get a good job which I desire, and also one where I will be able to keep the employment for a prolonged period of time rather than constantly changing due to me not being satisfied with the job or the employer not being satisfied with my work. 
The module has also taught me that employment is not simply just a case of looking for employment and once getting it, all that is required is to go to work and collect the wage. Instead it will be more beneficial for you to have a positive attitude toward the job and do the best you can to benefit the employer. This will help you in the future when looking for more skilled and higher paying jobs. 
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