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[bookmark: _Toc38300077]Introduction
This study is based on the learning process that I have learned from this module. I am a wig maker assistant. This study is based on the skills and learnings that I have learned from this module. These skills are going to help me in the future for improving my life. These skills are also helpful for improving my workability and skills. I have learned many things, including making CV, time management, cover letter and public speaking is also improved with the help of this module. These skills are effective in improving my life and improving the work that I am going to do. In this study, those skills and learnings have been reflected.                
[bookmark: _Toc38300078]Importance of this module in my life
It is true and obvious that learning is a constant process which can continue for life long. Those skills and learnings are helpful for a person to improve his lifestyle and workability. Every person is learning from his workplace, society, life experiences and other places where he went for his needs. Every aspect of life teaches us something new every day. These lessons are helpful for fighting with those challenges that are coming in our future. Apart from this, we can learn various academic and professional skills for improving ourselves. All the lessons gained with the help of training and life experiences are very helpful for teaching us important life lessons.     
I am a wig assistant in a hair salon. This job is related to those people who need to wear wigs for style statements and heath problem. This module helps me to learn various things like time management, public speaking, referencing, making cover letters and making an effective CV. As I am an assistant, I have to communicate with various service users of my salon. I have listened to their requirements and wants. Next, I have to execute their thoughts and style to my boss then; we can start to make the wig for that specific customer. This module helps me a lot to learn many things which are very helpful to improve my skill of public speaking, time management, CV making, and making cover letters. These lessons are going to develop my career objectives.  
My learning process is based on Kolb's learning theory (Rasouli and Namnabati, 2019), and this theory is very helpful for understanding the processes of learning. The learning theory is base on active experimentation concrete experience, reflective observation and abstract conceptualization (McCarthy, 2016).   
[image: ]
Figure 1: Kolb's learning theory
(Source: McCarthy, 2016)
Starting of this module related with academic and employability skill is the stage of active experimentation for me, where I have planned to learn about different skills regarding employability. Through this module, I gain the experiences of time management, referencing, making cover letters, public speaking and making an effective CV. For me, this is the stage of concentrate experience. In this stage I learnt how to practically use these skills in my employment. After the completion of this module, I have observed and reviewed my experience and tries to learn new things from this experience regarding employability such as how to use time effectively and how to develop proper CV and cover letter. I have learned these things during this module by experiencing them and learning them. 
I have also followed Gibb’s reflection cycle to assess my learning during this module as well. This model has five stages such as description, feeling, evaluation, conclusion and action (Maharani and Sukestiyarno, 2017). 
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[bookmark: _Toc38300079]Figure 2: Kolb’s reflective cycle
(Source: Maharani and Sukestiyarno, 2017)
I can describe my issues by saying that before starting of this module, I had no or minimal knowledge regarding employability skills such as time management. I felt that I need improvement in these skills to secure a good job and a bright career in future. It can be evaluated that I have learnt all these skills such as formal CV writing, cover letter writing and time management during studying this module. It can be concluded that learning new skills from these modules have enhanced my employability and academic skills drastically. However, I have developed action plan to improve my time management and searching skills, because I still think I have scope of improvement.  
Skills that are learned during this module
This module helps me a lot in improving my skills and experiences. During this module, I learned many new skills regarding employability. They are discussed below:
Making cover letter
A cover letter is an effective tool for introducing a person in a memorable and personal style during a job application (Tomaska and Nosek, 2018). It is included with information regarding the resume. It is effective for providing brief information that is going to expand in the resume. I have learned in this module that in order to make an effective cover letter, there are several points to be noted. Those points are as follows.
I have to use a professional cover letter header. I have to give my name, my phone number, email address, date, name of the manager who is going to hire me, with his designation and the name and address of the company in which I am going to apply. 
Next, I have to open my cover letter with proper greetings. Those greetings can include the name of the manager such as Dear Mrs. smith if I know the name of the manager. Otherwise, I have to do some research on the name of the manager. I also can use the terms like "To whom it may concern" and “respected Hiring Manager”. These formal greetings can help to give an effective impression about me through this cover letter.
The next point is related to making a catchy paragraph that will work as an opening paragraph. This paragraph will be going to address the reader, and it is responsible for attracting the hiring manager's attention and interest. This paragraph should be like this "I am a lifelong enthusiast of this (name) organisation, and I am thrilled to see the posting of a wig maker assistant. I am positive that i can help the(name) organisation with its future challenges. Next, I have to explain why I am perfect for the post. Next, I have to tell them why I am eager to join the company. Next, I have to close my paragraph by offering the company to know about my motivation. At last, I have to close my cover letter by signing off on things such as 'with best regards', 'thank you' and 'kind regards'.
Making an effective CV
It is very important for submitting a well-instructed and organised CV to the company for having an ethical and exact idea about the skills of the candidates (Negahdary, 2017). Before this module, I knew how to make a CV, but I did not know how to make an effective CV that could help me to have the attention and interest of the managers towards me. In order to make an effective CV, I have to pick the best format. Next, I have to provide a CV header with contact information about me; after that, I have to provide a personal profile such as CV summary in the CV. After this, I have to provide my previous work experiences. Along with these, I have to provide my educational qualification and other professional skills that I have learned during my life. Along with this, I have to provide additional skills in additional sections that are going to gain more attention from the employer towards me.  I have learned how to transform a normal CV to an effective CV with the help of various more points and added sections.
Public speaking skills 
I also learned how to speak before the public, as I have to communicate with many people during this module, i have learned how to communicate with many people at one time in an effective way. Public speaking is an important thing to communicate with many people at one time. This is one of the major lessons that is going to help me to maintain a large workforce in future (Xie and Dong, 2017). Along with these, it can help me to have career advancement, as this is related to creativity, professionalism, critical thinking, poise, leadership and qualities that are valuable for the job market. Public speaking is also very effective for building communication with employer and employee, a manager with a worker. Therefore I can say that this quality is going to help me in the future for improving my workability and capability.                 
Communication skills
As the above quality is related to communication, I can easily say that this module is effective for improving communication skill. I can communicate with various people easily (Monaco et al. 2019). After this module, it helps me to enhance my confidence level, and through this, I can communicate with various people easily. For completing this module, I have to talk with many people, and it is very helpful for improving the communication skill that is going to help me in the future for maintaining a workforce.
Time management skill
Time Management is a very important quality that every successful man needs to follow. Time management helps a person to complete his\her work within a given time. Completing work in a given time is very effective for making a disciplined and time managing workplace. I have learned to make schedules that are going to help me manage the time to complete my work (Ma et al. 2020). This is helpful for having more free time in the whole day. I can spend the extra time doing whatever I want to do. Time management helps to learn which tasks need to be completed and what time it is needed to be completed. It also helps me to reduce my stress as I am completing my work within time. This is effective for having more free time that I can use to do anything according to my hobbies and works. It increases discipline within my life, and discipline life helps to achieve goals in less effort. I can succeed in my objectives to be disciplined in my life.                               
Referencing skills
Referencing skill is one of the most important qualities that is going to help me to complete my module. I have learned how to referencing after completing my module. There are several styles of referencing such as Harvard, APA, Vancouver, Oscola, Chicago and MLA. During this module, I have learned a few of the referencing styles, but not all of them. I have learned APA, Harvard and Oscola referencing styles. Other styles are not required for my study and module. This is going to help me to complete my module successfully with the help of the referencing style.                 
[bookmark: _Toc38300080]Conclusion
After completing this study, it is concluded that I have learned many things from the module, and these lessons are going to help me to improve my skills and ability towards my work. Improved skill and technique help me to enhance my future works. Along with these improved skills and techniques are going to help me to have a better future as it is obvious that good performance in any sector can help to improve the employee image within the organisation. Along with these, every organisation wants to hire skilled and experienced employees to have a better performance within the organisation. Therefore these improved skills can help me to have more chances regarding organisational improvement and self-improvement. It is obvious that people who have improved skill regarding organisational operations are always welcome to the organisation. Every employer is interested in hiring them for their organisational enhancement and improvement.     
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