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 In this paper I will be discussing about skills and tools that are required for me, and any other individual to be fully employable. Will be reflected the reasons I chose this course and how I thought this course will help me. Also, will relate my new stages of knowledge and strengthened the knowledge that I possess. I will reflect also on skills gaps and suggest ways might improve on these gaps. Via SWOT analysis will be reflected my skills I had and skills I need to be fully employable. 
In the following pages, I will use same diagram for academic skills and skill gaps by explaining each academic skill detailed. 
 The scope of this work will include the employment and academic skills as an impact of the individual’s development.
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Being ready for a particular career will involve being equipped with major skills, for example, it will require one to have major academic and employability skills. One should also be able to apply the gained skills in real work situations that happen in the workplace. The skills mentioned have been stressed in may research areas, and they allow graduates to enter the career world that offers many opportunities and good pay (Holmes & Miller, 2000). Students need to be prepared for post-secondary education and employment. All students required great academic foundation for them to be developed in the job market. 
I decided to do this course to develop my horizon of knowledges and to perfect the skills I possessed. I knew that if honed my skills in this course, I would succeed. 
This course strengthened my knowledge base, thought me new skills so that I could become more employable. During this course I had the opportunity to change my job place. Also realised that I can grow at a higher level, getting a satisfactory job and good salary. 
[bookmark: _Toc39576417]What kind of learner I was? 
The diversification of activities is due to the learning system. Does not exist right or wrong learning style. There are type of learning that are right for own preferred learning style. For example, someone who is an ‘activist’ on a course, will enjoy several practical activities. Or another person who is ‘reflector’ will learn efficiently reflecting from a case of study, and a ‘theorist’ will enjoy writing an essay that develops and critiques theories but a ‘pragmatist’ may appreciate the chance to test out new ideas in practice (Wintsanley, 2009). I prefer to see and observe things around me for better understanding, include films, handouts, pictures, demonstrations and many other things. I discover my learning style, completing the VAK questionnaire and realised that my type of learning is visual. 

[bookmark: _Toc39576418]What skills did I have? What skills did I need? SWOT Analysis 
The simple way of analysing your level of readiness for a new task is a SWOT analysis method, because, is a useful, quick tool for taking stock of your situation (Cottrell, 2010). Is very important to identify your self before setting a goal.   
SWOT analysis regarding Employability Skills
	Strengths 
	Weaknesses 

	· Team working
· Communication skills
· Adaptability skills 
· Organisational skills
· Presentation skills

	· Negotiation skills
· Application of IT skills 
· Accountability


	Opportunities 
	Threats 

	· Self Management skills
· Problem Solving skills 
· Time Management skills
	· Confidence 


My mission at the end of the course was to transform weaknesses in strengths. Negotiation skills I developed via study optionally articles and practicing in the workplace. Application of IT skills, I still need to practice more, but the base is confident. Accountability skills I improved at the workplace.
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[bookmark: _Toc39576420]Communication skills
The first skill I want to discuss, is the ability to communicate efficiently. Communication is one of the core units that is learnt in most colleges. It includes verbal and non-verbal communication too. The message should be clear and concise. In an interview set-up, the employer is interested in knowing more about the interviewee. Communication is the basis of most of my knowledge and achievements. From simple communication with people, going trough the phase of studies, now I can confirm that I carry a bag of knowledge with more efficient level of communication. 
[bookmark: _Toc39576421]Awareness and negotiation skills
Nowadays, we most often find sales-based jobs that require advanced bargaining skills on the part of workers. Due to this fact, the negotiation skills are studied in more detail in the courses. Ability to negotiate was, at one point, a gap for me and my career. I could not understand that these are the days when the ability to negotiate is the basis of the businesses, because, I was working in cleaning lines. I manage to get a job later as a seller of tickets in a company, located in an airport and I got the fact that the better you negotiate the more profit you have. During this module, when the teacher informed us about the most important skills, I drew special attention to the negotiation skills. According to Neale and Bezerman (1991), in addition with our rapidly changing workplace and increased career mobility, negotiations skills has become more essential for successful navigation through life and career (Lawrence, 2002). There are cases, in the daily life of each person in which he have to negotiate in order to make a profit. Negotiation skills help me a lot to increase my success in the field of studies and job placement. 
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Academic skills are very important for study and for life too. Following the same example as employability skills, I decide to show my academic skills under same diagram. SWOT Analysis help me to identify the skills I need in this course and the skills gaps I have. 
SWOT Analysis regarding Academic Skills
	Strengths
	Weaknesses

	· Presentation skills
· Analytical/ Critical thinking 
	· Reflective writing skills 
· Cover letter 
· Academic writing skills 
· Paraphrasing skills 

	Opportunities
	Threats 

	· Curriculum Vitae 
	· Confidence 



[bookmark: _Toc39576423]Presentation skills 
From the first trimester of this module, the teacher informed us that will have to develop a PowerPoint presentation. It was probably not an official lesson, but it did explain in detail how we should present ourselves and what the demands are. Based on the knowledge gathered during the hours, I resented to elaborate a very good presentation. A presentation is the oral delivery of information to achieve particular objective (Morgan, 2017). Nowadays, if you are able to represent a good presentation, avoiding the notes, you are a successful worker.
[bookmark: _Toc39576424]Analytical and Critical thinking
Were focused on this course on analytical and critical thinking. I refreshed my memory in this chapter as these terms were not new for me. Critical thinking is the ability to analyses the issue at hand and to come up with a viable judgement. It involves the use of facts and research finding and making a decision based on the ideas. There are some aspects of critical thinking that are put into practice. The first step is the analytical which involves examining the situation. For me, to examine the situation I need to understand it fully. Once that is done, the other important step is to communicate the ideas to fellow colleagues. The information can be shared through explanation, assessment and teamwork. This step also involves creativity or coming up with a proper solution to the problem.
[bookmark: _Toc39576425]Reflective writing skills
In this module, I found more about reflective writing style which is the evidence of reflective thinking, involved in academic writing. Is a simple process where I have to look back at something that happened, followed by analysing the event from different sides. This process led to elaboration of this reflective paper, where I confirm what I have learned in this module and how knowledge will help me in the future. 
[bookmark: _Toc39576426]Curriculum Vitae 
As regards employment in a new job, some requirements must be fulfilled that can make employment much more efficient. In the first place, I placed the creation of a CV as clear and concise for the job for which I’m going to commit. The knowledge that I had in creating a CV was old. In the module we learned more about how to elaborate an effective CV and I update my own CV.
[bookmark: _Toc39576427]Cover letter
It accompanies the Curriculum Vitae and highlights suitability for the job. The basic skills needed to write a good cover letter are:
· Knowledge about the job
I have learned that the cover letter is a representation of the knowledge that I possess on a certain job. It clearly will show if I done research and I am passionate about the position. 
· Knowledge of the company
Before writing a cover letter, I need to understand what the company does. In the modern world, most companies are registries online, and the easy way to find more about, is just to access the information online. The interviewee can therefore search the information and if there is not website, important is to call and ask. The reason is because an interview set-up, the human resource is driven to hire an individual who knows more about the company.
· Relevant skills 
Many people mistake a cover letter for a resume. When writing the relevant skills, it is important to go straight to the point. For example, if the job is related to information and technology, it is essential to mention skills such as data entry, and proficiency in packages like sage. The employer has less time to read the cover letter, so you have to mission to capture the attention from the first sentences. 
[bookmark: _Toc39576428]Academic writing skills
Through the trimesters, I have learned and practiced more about the academic writing skills. The first step in writing an academic paper is doing research. Academic papers include dissertations, thesis, project work and many more. The academic papers help to build on the existent information and apply research methods to come up with sufficient knowledge. After adequate research is done, the other step is to develop an argument. The argument is also defined as a thesis statement that is normally introduced at the last sentence of the introduction. It defines the aim of the paper, and generally represents what the research is about. When digging up the information, it is important to take note of the required sources for example Harvard, APA, MLA and many more. The referencing system help to create uniformity of the academic paper and they also bring out the authenticity and order of the paper.  Some of the resources from the internet are however not reliable so it is important to differentiate between those that are correct and those that are not. A draft is very important when writing an academic paper. 
The final paper should be free from grammatical errors and plagiarism. 
An academic paper should be consistent and concise. It is important to therefore do extensive research. The main areas of any essay are the introduction, main body and conclusion. The paper should therefore flow in terms of new ideas an it should captive the reader. A well written paper communicates to the reader and sets the mood for the audience. 
[bookmark: _Toc39576429]Paraphrasing skills 
In this chapter I would like to mention that paraphrasing skills as a gap. Paraphrasing is writing the idea of another person in your own words. You must change the structure and the words but keep the meaning the same. For me was quite clear what I have to do, but when tried in practice never come a good result. In the classroom, the lecturer bring as articles with examples and practicing from that simple articles I improve this skill gap. Many articles tried to relate simple as it is the meaning of paraphrasing. One of this articles explains the TRAP strategy. This strategy adds an additional step, Think, to the RAP steps to encourage good reading behaviour such as accessing prior knowledge on a subject and previewing text before reading (Hagaman and Casey 2016). This strategy is very useful and help me to improve more the skill gap.







[bookmark: _Toc39576430]Conclusion
I want to say more then I wrote in the pages above. Everything I learned in this chapter helped me to improve lots of skills and I am more employable. I’m very pleased that I was able to do this paper and this endowed with the chapter in which I learned to reflect on the level of development. 
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