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Introduction 
Over the last 10 weeks I have been attending a course for Academic and Employability at the University of Wales run by Mr Peter Allen. 
I will be basing my report on my last academic term based on Academic and Employability skills and how I have found this course, what I have gained and what was my given tasks and how I carried them out. 
[bookmark: _Int_HcfeeYE9][bookmark: _Int_g74gocpY]This course has been very beneficial, and the lecture has been very helpful in teaching and answering any questions that we had about the topics on the class, has widen my knowledge on many aspects and I will endeavour to demonstrate this on this report. 
I have chosen three topics which I will be analysing further by using Kolb’s model of reflection.
The three topics I have chosen are as follow:
*Time management
*CV Writing
*Cover letter writing
My report will conclude my knowledge before and after this term and how it has benefited me in my current and future Employability.

Time Management
[bookmark: _Int_lZAaXRhX]Having worked as a head chef for over eight years management was not completely new to me. I was very much accustomed to making staff rotas, arranging deliveries and much more in order to keep the kitchen running in a timely fashion and making sure all staff members had allocated breaks and any necessary time off when needed like for holidays and emergencies like childcare issues, bereavements etc. 
[bookmark: _Int_ybWb1IKu]I guess what I lacked more was the certain confidence and other skills that would make all the above duties more affective and easier for me. To be quite fair I had none to very little computer skills, all my rota management and other skills alike were all done handwritten. 

Starting this course helped me to increase my confidence and show me that I am quite capable to complete computer skills and help myself and my future business. 
Furthermore, I have also learned not only to manage my time better at the workplace but also in my personal life. Being able to properly allocate time for many different activities 
i.e.; work, family. I was able to create more free time for me to study and do some hobbies as well such as go gym walk in a park or even just for coffee so now, I have my own timetable to organize my time thanks to this course. 

CV Writing
[bookmark: _Int_Uq20z4Wb]Before starting the course, I had an extremely basic CV, as I have not needed one in a while. It was very basic in the fact that it only contained my name, my current job position and a small number of personal skills and attributes. 
Working in catering you get to know so many individuals that you do not precisely need a CV, job references work by word of mouth hence why an updated CV was not a big issue for me at the time. 

[bookmark: _Int_ECj62DxA]I was then showed in class how to be more elaborate and informative when presenting my own CV, but also what to look out for on potential new staff CV’s. 
Information like previous workplaces, academic degrees, knowledge, skills and how to present these all in the right context by not over writing but concentrating on key points one being able to speak a few languages apart from English. 

[bookmark: _Int_rmOujyW1]Taking all the above into consideration my new CV is in progress! Not that I will currently need it, but I guess it is always good to have it prepared just in case. Although before submitting it we should always go through it and make sure everything is up to date, especially contact details and previous workplace. 
[bookmark: _Int_qNJXZBnI][bookmark: _Int_fNyYfmjR][bookmark: _Int_9iDRdnz0]I will definitely be asking my future potential employees for a CV; I think it is a great way to get an insight into the candidate and if the skills and attributes they hold will benefit my workplace and if so possibly giving then a call for a further interview and being successful in the role. 

Cover Letter writing 
 As mentioned above my CV was quite basic and I was not even aware of needing a cover letter! I had no clue whatsoever what this was or what to write on it, no idea what needed to be included or how it should be outlined. 

So, I learned that a cover letter is a professional business letter which provides the employer with and instruction to an accompanying CV. 
This letter should be formally written, addressed to the person if known by name if not it should be “Dear Sir/Madam or dear Hiring manager” etc. 

It should include a small introduction about yourself keeping this brief but informative at the same time, include academic degrees and expertise. The position you are applying for, how you came to know about the position being offered and why you would be of benefit to the company and how you would contribute in a positive way to the workforce. 
[bookmark: _Int_1s9bHYiu]Last but not least, you want to include a small paragraph at the end to conclude your cover letter thanking the reader for their time in reading it and taking your statements into consideration and that we would hopefully hear from them soon offering you an interview, well this is the aim! 

I found this greatly beneficial and a new skill I was not aware of, furthermore I will be looking out for this on future CVs from potential employees. Not just from employees, but on my own future CV, I will be adding my cover letter along with it. 

                                                    Presentation
[bookmark: _Int_GN4x2FzA]Part of our final grade we were asked to make a presentation, using Power point presentation something I was very worried about. I will be writing about how my presentation went how it could have been improved and give myself a mark. 
[bookmark: _Int_PYoSMGnE][bookmark: _Int_2RGpE7sB][bookmark: _Int_TfbZ2j0v]At the start of the presentation I was a quite nervous and shaking as this was my first presentation ever, I must admit! I was not sure on how to start where to begin, once I started I felt more relaxed and comfortable and with a few jokes this helped me to calm down to be able to carry on with the presentation. Once my nerves were out of the way a bit, I was more relaxed and proceeded to do my best!
Overall, I think I done quite well on the presentation by the end I was full of confidence presenting the work I had prepared and now I feel I can do a better presentation in the future taking in the experience from this presentation forward. 
[bookmark: _Int_Is8QFGgI][bookmark: _Int_T4qUTrLR][bookmark: _Int_AQFW6jv7][bookmark: _Int_oVvb85AO][bookmark: _Int_044aS8tU]The lecture Mr Allen was incredibly good at giving me some pointers where to improve for the next public presentation, like on how to talk in a normal calm clear voice so that all the individuals in the room can hear and understand me and not just in the front row but at the end of the room as well. Also to make sure that everybody is understanding what u are saying and how to come dressed to do a presentation you have to be smartly dressed, smiling and good eye contact with the audience is especially important. We should try not to read from the slides as much as possible and try not to take too many notes as well. Once the presentation has ended, we should ask the audience if they have any question about the topics you have discussed or anything in general relating to your presentation. If they maybe didn’t understand something they can always say and we can go back to that specific slide.
Looking back at my presentation if I had to mark myself from (1 to 10) I would give myself a 6 out of 10 for the effort I demonstrated at carrying out the public presentation.
[bookmark: _Int_1bP2B7NS]My talking skills could have been a bit better but my nerves got the better of me, I feel I could have been a bit more informative in my slides too. 

Conclusion

My report was based on myself and how I found these last ten weeks of academic and employability skills showing me how to write at an academic level and referencing how to manage my time, write a CV and a Cover Letter. Showing me how to use different models of reflection things that I had never heard off or used in my work life or personal life before. 
[bookmark: _Int_jgMLGN0r][bookmark: _Int_XK4qPGTa][bookmark: _Int_f9t80eSu]The lecture Mr Peter Allen was excellent at explaining and detailing the lectures, extremely helpful at any time we needed during the class and always ready to answer any questions we might have had. Mr Allen offered to also any questions after class of needed in case we felt more comfortable on a 1 to1 base. 
[bookmark: _Int_w7fNsGwh]I have not included any references as I have based this report on myself, on how I have found this module. As this was my own experience I was not required to make any research for this task to be completed.
[bookmark: _Int_DSGnB0j4][bookmark: _Int_gex2ZhA9][bookmark: _Int_V8zmuoKT][bookmark: _Int_GfeRPt88][bookmark: _Int_9WT4noQK] Overall, I am incredibly grateful for this module that has helped me a lot in my personal life and workwise. Its been a greatly beneficial and interesting module, I have enjoyed learning new skills and meeting new people too. I was initially quite worried about the whole idea of going back to school at my age. Many questions and fears, was I able to complete the tasks? Was my English writing and reading at a satisfactory level where I could carry out tasks and presentations in class. One of my weakest points is speaking aloud in groups I get quite nervous, I would not say I am a person who enjoys working in groups, I would much prefer to work alone and just get on with it. This course has helped me a lot in this, I have been eased more into it, it is given me a boost in confidence and I feel I can in future be more relaxed about working in groups and carrying out my given tasks.
 
[bookmark: _Int_ssjn6XyO][bookmark: _Int_YpRVPiaN][bookmark: _Int_PxDmpEnF][bookmark: _Int_0HLJKENZ]It has been greatly beneficial for me and I will definitely be using it in future. As I move forward in my future school modules which I will be starting soon this course will help me in the next modules. I will have a better insight and be more familiar with what is expected of me and be able to complete them with more confidence. I am extremely grateful for this course and for the things I have learned and the people I have got to know who collectively have helped me. I hope that I also have contributed to the other members of the class too. 
  
	
	
	



image.jpg
\ Prifysgol Cymru 2 m
Y Drindod Dewi Sant
\ University of Wales

Trinity Saint David 1822 - 2022




