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Introduction: 
The purpose of this making this report is to analyse 5 employability skills I have, or I should improve. Everybody wherever all through the world need all employability skills are fundamental by and large places and sort of business, little, huge, privately-owned company to be successful in the working environment. The skills which I will break down is curriculum vitae, cover letter, reflective writing, analytical and critical thinking, presentation and public speaking.
Curriculum Vitae 
Definition: According to (Jan Władysław Woś and Obczyźnie, 2005) a CV (short for the Latin expression curriculum vitae, which signifies "course of life") is a definite record featuring your expert and scholarly history. You might be approached to present a CV while going after positions in the scholarly community or work outside the US. CVs commonly incorporate data like: work understanding, accomplishments and grants, grants or awards you've earned, scholarly coursework, research ventures, work understanding. 
What need to be included in the CV: 
· personal contact details
· personal statement(additional)
· individual task
· education and qualification
· work experience
· supplementary responsibilities and activities
· hobbies interest and achievements 
· reference (one academic and one from previous workplace)
· photo (special cases)
How the CV should look: To be careful with the spelling mistakes, shouldn’t not to  be more than two side (special cases), the font need to be bold, italic, or underline for the what you want to stand out, you can use as well bullet point instead of full sentence, colour needs to be the same black on white keep it simple, consistency (font, font size etc.) 


COVER LETTER: 
The cover letter s an planned file, of a limit of one page, sent to the business, in which you express your longing to work within the organization, showing that you have all the essential qualities for that post (University Of Connecticut. Department of Career Services, 1988).

The cover letter should include your contact details - name, first name, address, postal code (optional), telephone number, e-mail address and social media page. Optionally, you can also include your LinkedIn profile and the company name and address, you need to find out to whom your sending the cover letter you need to find out the hiring person names.
The first paragraph: you will need to introduce yourself here you can include the reason for which you sent the letter of intent, the desired position and information regarding the source where you found the employment announcement.
Second paragraph: here to refer to your CV, also here you can mention letters of recommendation from former employers or you can include some sources from where the employer can get more information about you (ex. former jobs). The qualities and skills that make you the ideal candidate should be mentioned here, especially since the second and third paragraphs are the ones that highlight your qualities, highlight your personality and distinguish you from the other candidates.
The third paragraph: to refer to the CV also here you can mention letters of recommendation from former employers or you can include some sources from where the employer can get more information about you (ex. former jobs). 
Ending paragraph: here you can include a closing formula to thank the employer for the time allowed and, at the same time, request an interview. It is useful to mention the ways in which you can be contacted or the hours when you are available for an interview. Try to be as concise as possible in this last paragraph.

Final formula - the cover letter ends with your full name, under which you will sign by hand(optional).
Reflective writing: is a useful exercise everywhere in the writer describes a honest or non-existent act, event, construction, passing clue, memory, structure, including an individual reflection the meaning of the thing or event, future, feeling, feeling, or condition in their life (Assessing writing, 1997).
Examples of frameworks of reflection:
· Gibbs” reflective cycle” (1988) 
· Kolb’s ‘Experiential Learning Cycle’ (1984)
· Burton’s cue question (1970)
· There is more reflective framework example
Why reflect? reflecting causes you to develop your skills and review their skill, rather than basically keep completing things as you have always done them. It is connected to tending to, in a positive way, what you do and why you do it and subsequently picking whether there is an incomparable, or continuously workable, technique for doing it later.
Analytical and critical thinking: A fundamental difference between analytical thinking and critical thinking is analytical thinking includes separating complex data into littler parts while basic critical thinking includes considering outside information while calculating data (Quora.com, 2018).
Under the umbrella of critical thinking comes capacity: 
· to distinguish, comprehend and make coherent associations between one's thoughts and contentions 
· to solve problems with high degree of difficulty,
· to know the importance and significance of ideas,
· to identify the context and effects of a dispute or idea,
· to identify, construct and know the explanations following ideas, opinions or values
· to build new arguments and ideas based on those gathered up

Examples of analytical skills:
· Data analysis
· Efficient problem solving (Troubleshooting)
· Effective research
· Budgeting

Benefits of analytical thinking:
1. Approach - with critical thinking of the urgent learning advancements is a consciousness of varying ways to deal with an issue, close by a capacity to survey those methodologies basically. Rather changing on a basic, equal critical thinking strategy, you can make sense of how to perceive other, routinely progressively significant, approaches, certainly growing your success.
2. Save time with a critical thinking mindset you will understand that not all information is relevant towards your simple management, however frequently we don't have a clue direction to filter through the unimportant from the applicable. Critical thinking demonstrates you how to manage your time and skills by examining what is fundamental to the procedure. 
3. Decision-making abilities are changed with a critical thinking approach and made considerably simpler. You quit ability or unknown fundamental management behind schedule and start to take a bullet next to other analytical and thinking about argument, bringing about sounder choices.
4. Reason not exclusively will you become a critical thinking and adjusted problem solver, you will get familiar with the two kinds of thinking – inductive and deductive – and when it is fitting to utilize one over the other. Establishing choices in reason and rationale over feeling or intuition makes for strong critical thinking.
How you can improve your analytical thinking:
· Learn how things work don't simply discover the arrangement yet realize how precisely certain things work. By examining how things work, you will have a superior comprehension of the procedure which is fundamental in animating your analytical skills.

· Play brain games the event that you need toward develop your analytical thinking skills, that one might be a great opportunity to play Sudoku or another mind games like riddles, chess, or crosswords. 


In class exercise I have been at all classes try to be focused and learning about the skills I am missing without noticing thanks to my lecture who help me to develop my skills at my best possible way.
The CV always had problem with it but in the classes I have learn what mistake I am making, and I have learned from my I still need little improvement. The cover letter I was doing well but a few tips from my lecture I know how to make the perfect cover for every job position.
Reflective writing very problematic for me personal with some help from the Gibbs, Burtons, and all the other reflective frameworks my skills for reflective writing they improve.
Analytical and critical skills interesting skills somehow I had it but I did know till we start doing exercise in the class, this skills I have to speed a little bit because my analytical and critical skills are good but at slow pass need to speed up quick. 
Public speaking and presentation are very good from the grade from my lecture I am doing alright at this chapter my presentation in power point was excellent all my lecturer they say I do very well in presentation. At public I have plus and minus, a small problem, I speak very fast and with low voice I am practicing at home to improve my public speaking. I have attached all the in-class exercise 
Public speaking and presentation:
Public speaking is s the way for communicating information to a group of people. It is typically done before an enormous group, as in school, the working environment and even in our own lives. The advantages of realizing how to communicate to a group of people include practicing basic thinking and verbal/non-verbal relational skill. 
Presentation are the skills you need in communicating possible and attracting in presentation to a variety of people. These skills spread an assortment of domains, for instance, the structure of your introduction, the arrangement of your slides, the tone of your voice and the non-verbal correspondence you pass on. 
What is the difference between these two skills? 
Something that adds to the tension around making presentation is that persons mistake it for public speaking. The thing that matters is big and important. Public speaking is the thing that politicians do. Also, the group is generally significantly more stimulated by what you need to state in a presentation than in a speech.
How to prepare for presentation:
· Pre talk presentation – arrive earlier with at least 15 minutes and prepare to equipment, dress smart for your audience, turn off all your device you
· Prepare - your handouts in plenty of time, ensure your handout reflects your presentation, include references, etc.
· Opening - jump direct in get to the point, try to use your opening to catch to audience attention, briefly say your topic
· Speaking – talk natural, loud clear and concise, repeat the main point, pause time to time for the public to digest the information
· Body language – always with the face to the audience, don’t turn your back, your gesture to be natural, stand up straight and shoulders back 
· Length – very important to end on time, allow time for the public for question and interruption. 
· Question – always try to leave time for a few questions from the public, don’t take question during the talk.
· Behavior – show some enthusiasm, don’t overdo, involve you public, ask question, don’t get distracted from the audience noise.
· Conclusion – summarize your main idea of your presentation try to put along the logo of your presentation.

Conclusion

Analytical and critical thinking: A fundamental difference between analytical thinking and critical thinking is analytical thinking includes separating complex data into littler parts while basic critical thinking includes considering outside information while calculating data. 
Under the umbrella of critical thinking comes capacity: to distinguish, comprehend and make coherent association between one’s thoughts and contentions to solve problems with high degree of difficulty. 
To know the importance and significance and of ideas, to identify the context and effects of an dispute or idea, to identify, construct and know the explanations following ideas, opinions or values.
To build new arguments and ideas based on those gathered up the present moment to recognize among truths, thoughts and values decisions. 
Examples of analytical skills: data analysis efficient problem-solving effective research budgeting benefits of analytical thinking is critical thinking demonstrates you how to manage your time and skills by examine what is fundamental to the procedure. The advantages of realizing how to communicate to a group of people include basic thinking and verbal/non-verbal relational skills
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new retallsales asistants. Our dient offers a fantastic working environment and the. opportunity to earn excellent
commission. We want to recruit ambitious r
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Trinity Saint David Academic and Employability Skills (ACE) - term 2
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In-class exercise 1: Cover letter wri )4

Student Name: DOGDAN ok SIGHET studentin: 4247 R0G.
Time allocated: 1 hour. Please return your paper to the lecturer upon completion f wil be retarned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendi together with you Task 1 (part of the Assignment for this module).

Ex1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.

[Your Name]
1 Any Street, Anytown
/
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[Hiring manager’s company nafme]
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HOW DO | CREATE RESEARCH QUESTIONS?

Are you looking for answers? Your research
becomes much easier when you know the
question.

1. Start by writing out your topic as a
question.

You often have to write out your question many
times from different perspectives before you can
settle on what it is you want to research.

Having trouble forming your topic into a question?
Fillin the blanks of the following sentence to help
You discover your question:

toy e Ve

A)lam studying ... A (W
(B) in order to find out N THE(L
Cocina STidY L ManE
1o Do So  Comde

(C)in order to help my reader understand ..
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Tibrary sonoma.edu/howdoi

EXAMPLI

(A)1 am studying... (state what your broad topic is)

EXAMPLE: cell phones

(8)in order to find out... (use standard journalistic
questions: who, what, where, when, but focus on
why and how)

EXAMPLE: how their use contributes to traffic
accidents

(€)in order to help my reader understand...
(motivate your question, why does your reader
need to know this)

EXAMPLE: why constant use may increase safety
risks to themselves and others

(D) Research Question: (use the ideas in A-C to
Jorm a research question)

EXAMPLE: How does the constant use of cell
phones contribute to traffic accidents and increase
safety risks to both the community and the user?

(D) Research Question: .. H2 8 WHZs A
SREF T TO MTmMadlzl hee
LTcCips MD Vo STl 6D LNKES
cATswLE.
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Yours sincerely/Yours faithfuly,
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