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[bookmark: _Toc511041779]Abstract:

This report is about my learning experiences over the two terms of this module, it has been an experience which has helped me developing my skills and knowledge. Throughout the report I will be looking back at what I have learnt and what I could have learnt. Also, what mistakes I could have avoided, what I have enjoyed the most and what I disliked about the module. It has been different to what I have been used to in my childhood primary and secondary schools; there are lots of aspects I have been through which I have try to write what I liked the most also what could have been better, this report has all the information, experiences and difficulties I have been through.
[bookmark: _Toc511041780]Introduction:

The learning process in this module has been a big factor in developing my knowledge and perspective, as I have learnt lots of new things which I never thought about it before. (Report summary: Employability: developing a framework for policy analysis | Institute for Employment Studies, 2018) in this report which talks about the policies and framework how to develop skills like this I learnt many other skills as well as how to write reports, how to use references and many other skills. After so many years out of education and schools its been a pleasure coming to university and learn again which is absolutely fantastic and very motivating, it has given me a new lease of life where I am giving my education lot priority over my other commitments such as family and friends, work and social life which I believe will pay off and I have great hopes to be successful in this and all the modules. The results of the previous assignment has been quite good although could have been better but hope to do better in coming assessments and do better to become successful.

[bookmark: _Toc511041781]The Full Report:
When I first started this course I was quite nervous as I thought to myself that I have been out of education for such a long time how will I cope with the new environment new people around me but when I came to my class everyone were also like me and when the teacher came and started the class made all of us very comfortable by not giving us pressure and made it really easy for everyone, it made every one very relieved and soon in few weeks we started to learn new lessons. In first few weeks we got to know everyone also the lecture saw what we are capable of and accordingly taught us what we need to do, we learnt grammar words, how to write a report and how to reference our work. We were strongly advised and recommended about unfair practice which is cheating, we should do this as the consequences would be very harsh and unacceptable. By coming to this course has helped me understand more about academic knowledge as lot of I thought was easy but in actually I was naïve and now I know there is more to learn every day of our life.
[bookmark: _Toc511041782]Referencing:

Referencing our work is very important as it needs us to do lot of researches and reading, we have to find right references as there is lots of them available, references can be obtained from f journals, books, newspapers and online sources like websites, with the help of internet it has become quite easy to find references, there is lots of way of using the references but our university uses the Harvard refereeing style. This course has also helped me developing my employment skills as I work in catering sector, we have to give best customer service as possible, it is also helping me to apply for better job, now I am more confident of myself. There is also bogus referencing and bad referencing which not researched or used properly, proper way is first we need to read or research and then use it if necessary and write in a correct format which is Harvard referencing format.
[bookmark: _Toc511041783]Presentation:

Presentation (Bing.com2018) is very effective way of getting confidence to face an audience, it helps to interact with other people, before I was very shy to talk in a large number of unknown people, now after presenting and watching few videos about presentations I am able to give presentations without hesitations, there is lot of factors are in presentation like we learned good and bad way of presentation, when we do a presentation its us who is presentation not the slides, so before a presentation we have to prepare our self, practising is very important and before presentation we have to have the knowledge of what we are presenting, we should be well dressed and show our confident, by using gestures especially eye contact and hand movements are very important, the slides should be simple and contain less words only the key points and less images unless it is necessary .Before I thought presentation is just have some images and read from the slides but now I have developed more and achieved more knowledge in how to do a presentation .
[bookmark: _Toc511041784]Paraphrasing:

The “use of paraphrase exercise is add-ons to information (Sciencedirect.com, 2018),” which is when there is a source of information which is used but words has been changed accordingly of a paragraph, a paragraph is a group of sentences on a same topics, so when write a report or assay sometimes we have paraphrase it but also referencing is important to support the writing, paraphrasing have three methods they are synonyms, word class and active passing.
[bookmark: _Toc511041785]Clause and Structure:

Clause is grammar word which is a subject and verb of a paragraph, a clause will make a sentence without a clause we can’t write a paragraph or a report, a paragraph have to have topic sentence a supporting sentence and concluding sentence, bye learning these important information now I can write a report better, in my work it has helped me write my own reports and letters as I now have the knowledge of report writing, paraphrasing and referencing, I will be more confident now applying for better jobs.

[bookmark: _Toc511041786]IT Skills:

In today’s modern world IT skills are very essential for not just employment but also for personal life, with the help of the internet social media has gone to a different level, now every business rely on the internet and online services as well as personal lives, with smart devices the world is busy every second, everyone is connected, in this course I have gained more experience at using computers like how to use words and references there lots of tools which I was unaware of like how to copy and paste by using ctrl c and ctrl v, first one to copy and second to paste. It would have been better if we were taught more on how to use computers we could have gained more knowledge.

[bookmark: _Toc511041787]CV:

This course has also taught us how to write a good CV. CV(curriculum vitae) is a personal information according to (The Balance, 2018), it contains our educational, personal, work, and experiences of our self we make a CV to help an employer know about us, it gives the impression to the recruitment team or a person whether they think if I am capable for the post applied for, when applying for job with the CV we need to send a covering letter to give more information. There is a good CV and a bad one, a good CV is write it yourself, keep it brief 2 to 3 pages, truthful and accurate, it should contain name, address, phone number and email, then it should have a personal profile, key achievement, employment history, education and training if any, interests, hobbies and any references on request, date of birth is not important. A bad CV can be with images, too much meaningless information, bad font sizes and incorrect information so it should have all correct and true information about our self. When searching for a job we have to see am I capable of this job for this we need to do research about the company then when applying if we do get selected for an interview we will be confident to answer any question they ask about their company. When we go to an interview we should go wearing formal and smart clothes this helps give good impression to start with. When we send a bad CV to job application the recruit officer will look at it and if its bad they won’t even consider for an interview but if it’s a good one then it will be selected for interview, as the CV is is we present our self, by reading it they know whether we are capable for the job or not, that’s why its always we need to be careful with our CV writing.

[bookmark: _Toc511041788]SWOT Analysis:
SWOT strength, weakness, opportunities, threats this analysis needs to be done before opening a business as all these factors has to be considered before going ahead with a business, by doing this it will tell us where we stand whether to go ahead with this business even after opening a business they are always needs to be considered.



[bookmark: _Toc511041789]Conclusion:

I have tried reflect what I have been learning and what I could have learnt, overall looking back I see that mostly has been a learning experience in a good way where I have developed more skills in academic way and in my employment where I am performing better as all this experience come good to me, although it has been a very good experience in learning it could more helpful if the teachers understood that we are not that intelligent apart from few so little bit less pressure would have been nice, also if we were taught more in writing skills as well as more on how use Microsoft words and excel more efficiently would have more helpful as I have struggled in few places, although still it was not that hard all the teachers did their best and made easy for us, the programme has helped me a lot already and I am sure it will be more helpful in future, all the education which I have learnt in this module as well as the other is turning out well, this module has helped get more confidence in my self it has been a learning experience, it has been a pleasure to attend this programme.
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