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INTRODUCTION

[bookmark: _GoBack]In this report it is my aim to reflect on a few of the Academic and Employability skills I have learnt and developed.  I intend to also reflect and discuss some skills gaps , which I need to improve and  develop  further.
Skills I have Acquired.
Time Management.

One of the many useful skills I have acquired on this course is Time Management and the importance of prioritising my activities. I have learnt about the 80/20  rule, which was established by an Italian economist in the 19th century called Vilfredo Pareto.  But was in fact developed by a quality guru ,otherwise known as a quality controller by the name of Joseph Juran  during the 1940s.   Vilfredo Pareto, discovered that 80% of the land in Italy was owned by 20% of the residents/population.    Joseph Juran was so improved by this concept, that he applied it to his own business practice and whilst researching the causes of defects in his field of work. He observed that 80% of faulty work came about as a result of 20%  of initial defects. There by discovering that if in his case, that if you get that first stage right by 20% it follows that 80% of the work should be of a very high quality in his case.  
However, this principle can be applied in many different cases. One of the most popular way that it is practised is in Time Management.  The rule being that one should priorities the work by dealing with the most important 20% and by dealing with that first ,the rate of success results in 80%. If the most important tasks are addressed first, effectiveness can be greatly achieved, thereby resulting  in a heighten level of success.
In today`s world it is hard to manage your time if you don`t put certain strictures in place. It is very important to get your priorities right.   In order to manage your time efficiently. Firstly, you have to chose the task that you feel are the more urgent,  sometimes this is very hard to do. Moreover, you may find it hard to decide what task can wait or even which task are not necessary. Take the time to decide or workout what are most important/urgent and slim your list  down to 20% of that list. In so doing you will benefit from working smart and efficiently . This will reduce you levels of stress, increase productivity and result in a happy  member of staff or work force.  There is a difference between important and urgent, so you should work on the one which has the shortest deadline. Once these tasks are completed then you would go ahead and work on what is then classified as important but has a longer deadline. All task should be treated with the up mostly importance  but does with narrowing dates such be given priority. That is what is known as prioritising .

     
Cover Letter.
Another very important skill I have learnt is how to write a good cover letter.  The first rule I learnt is that the letter should not be too long. To write a good cover letter, you should prepare as follows;
My address and date should be at the top of the letter.
The address of the person I am writing to, also name if known.
In the first paragraph, I should give the title of the post, I am applying for and the department. Also where I heard about the job.
In the second paragraph, a list of my most recent and relevant qualifications should be stated, along with any relevant experience.
The third paragraph should explain why you would like the job and why you think you are the right person for that position.
The fourth and final paragraph , I would give my contact  details , such as phone number and email address. I would also inform them of my availability for an interview.
The letter would then be finished yours sincerely.
My signature would be next and then my name.
This would be accompanied by my Curriculum Vitae, which is commonly called a CV.  
I have now acquired this skill since studying the Academic and Employability module . This training has made me very confident . I now know how to write just enough to  attractive the attention of a potential  employer.  It is understandable that employers when looking for new staff, do not want to be reading pages of information because hundreds of applications are  sometimes placed on his or her desk for they  perusal.  Moreover, as a Curriculum Vitae is enclosed  is  with the history and back ground  of each applicant there is no need to write a long covering letter.  	Comment by Margaret Clarke (1705771): 
If your cover letter is brief, this will often catch the attention of the employment manager.
Reference;
AshleyKateHR
Youtube. 
25TH August,2018


	














Curriculum Vitae.

Curriculum Vitae is commonly known as a CV.     As part of my studies on the Academic and Employability module, I have learnt how to write a CV correctly.  The ability to present a good CV is as writing a good cover letter.  A ,CV is the first thing that a potential employer wants to see , along with a good concise cover letter. Whilst the cover letter will tell the person reading it some brief details about the person inquiring about the job. The CV will have your full employment history and experience .  It will give the names and addresses of all the schools you attended, followed by your qualifications. This would come in a list form . Finishing with your last job at the end.   You should have you most recent or last job at the being of  your CV.  It is helpful to give a job description and also talk a little about the role you play and any achievements you acquired in this post or previous jobs.  your CV should be  well presented and eye catching , this being the case , you should be a good candidate for an interview.  Again. This knowledge has given me lots of confidence. I am no longer fearful of  applying for a job.	Comment by Margaret Clarke (1705771): 

Reference source;
How to write a successful CV
Kevin Peachey
Personal finance reporter,BBC News
12 January 2015

 Analytically Thinking.
Two of my favourite newly learnt skills is
 the ability to think Analytically and critically.  Thinking analytically is the ability to solve problems. The skill of breaking down and processing complex or complicated information. In the work place you would take a difficult situation. Break down the facts and work out the pros and cons without getting emotional. This process will result in a positive outcome. It is important to have the following  strengths in order to improve your Analytical skills;	Comment by Margaret Clarke (1705771): p
Communication
Creativity
Critical Thinking
Analysis 
Researching skills, to name a few. 
Critical Thinking.
I have also learnt the skills of Critical thinking, this is the ability to study both sides of a situation. By looking at an issue or problem in this way, your thinking will them influenced.  This will help you to weight both sides of the problem and in so doing. The logical conclusion will be formed. Hence solving the problem.  In other words by reflecting on both scenario, the correct conclusion should be reached.   Acquiring these skills will give me a good advantage in the work place.   In every business or work place, there will always be problems to solve and complexities to resolved.  Having these skills will allow me to make constructive and responsible decisions.

Reference;
Analytical Thinking
Gautam Kumar
Published on 7th FEB.2013

Reflective Writing
I must admit, prior to starting this course, I had never heard the term Reflective Writing or Thinking.  Although, the meaning is in the word itself. To “Reflect”, is the ability to think back on a situation or experience. When Writing a reflective report, it is important to write what you felt and what you where thinking at the time of the given experience. For example, if you felt happy, sad, afraid ,surprised or even calm. Whatever emotion you experienced at the time should be described . 

Reference
Maughan,C.,&Webb, J.(2001) 
From the Higher Education Academy Website.
www.ukcle.ac.uk/resources/temp/assessment.html 
Skills I need to Improve:
There are still many topics that I need to learn more about  in order to improve my skills; 
I will attempt to discuss some skills that I need to practise more in order to improve my 
understanding of them.  
Power Point
Power point is a 21st century method of displaying information on a White board. Before this method was invented teachers or anyone wanting to explain a subject to a group of students would do this by writing with chalk onto a black board. Whilst black and white boards are still available today,  teacher can also use Power Point to explain a subject.   This method is very popular and is frequently used in seminars and conferences to promote products ,training and  discussions to large  groups or gatherings .   This is called a Presentation.  Information about a subject is shown via a  projector.  Simply put a machine is feed information which is displayed by being shined onto a white board or wall.  A bright light shines from the machine displaying printed information or video.  The presenters would have previously designed the information digitally and formatted the lay out.
This can be done on a dark back ground. In the case of written information, the font would be dark as in black and the paper would be white.  When preparing a presentation, it is important to remember not to full the page with too much information. “ Less is more “, topics should be bullet point, with good clarity. Stick to a font size that can clearly be seen by your audience.  Your style of text should be simple and easy to read.  It is very important to keep your information brief ,so that you group would not lose interest.  When presenting a power point presentation, you should engage your audience by looking at them frequently. This in my experience is best don’t by having small card in your hand in case you forget what you are saying. Lots of paper is a big distraction.       I recent did a presentation. I had my pointers which I didn`t need to look at because my bullet points was just enough to stir my memory into speaking what I had learnt about my given subject.   Whilst it has been a great achievement to have studied this subject. I realize, I still have much improving to do. My technical skills still need working on as I would not be able to do a Power Point presentation without technical support from my team.  This method of presenting can be used for almost any subject or topic.

Research Skills:
Other skills which I still need to improve on includes researching. Research is very important in today`s world. Since we live in a world of ever changing and advance technology. It is important to be able to source accurate information as simply as possible.   As yet I am learning (Anon., n.d.).  In order for me to feel confident when putting them to practice.    Overall this module has been extremely informative. I honestly found it a struggle to keep up with going back to the classroom. But because the subjects are so interesting and I love learning and acquiring new skills. I have a keen interest for business and have therefore found this course absolutely amazing.  Our teachers have extended themselves to offer support and help us.   This I will be forever grateful.
       

  
   


 
                                                                      






                                                           
      
    







