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This paper will examine how I have developed my academic and employability skills, to identify and improve on skills gap that are apparent in order to reflect upon those.

Through learning and practical development I have ensured that I have maintained and improved my confidence levels to a standard where I can use the skills obtained in order to equip me with the skills required to submit CV’s and remain confidant in any potential interviews. I have gained that any potential employer will advertise their requirements via recruitment agencies, how through researching any potential employer plays a very big role in order to be successful in any interviews should an invitation be forthcoming.
I have developed my understanding of CV’s and how the use of numerous websites can help to see what any potential employer is looking for in a candidate, websites such as (https://www.learndirect.co.uk/improve-your-job-prospects/help-getting-job/getting-your-cv-right/) is something that I have utilised in order to enhance this and has allowed me to tailor to the needs of an employer if required. I have gleaned that there is no specific way that a CV has to be laid out or compiled, however the rights tips and guidance goes a long way to ensure that my particular CV stands out from the rest, keeping this brief, concise is helpful if the job application is very popular. Ensuring that the CV has a personal statement is also useful and recommended as this in short provides brief insight into the applicant’s background and prospects towards any budding career relationship. The national careers service (https://nationalcareersservice.direct.gov.uk/get-a-job/cv-tips) is a good source of hints and tips that one can make use of to enhance this further. I have used both websites to fine tune my CV and posted to prospective employers and have found that this has improved my understanding in building and tailoring my CV to the needs of a particular organisation.
One of the first things that any prospective employer will have a chance to look at is your cover letter, not only will it provide an additional opportunity to stand out from the crowd but can persuade the employer to pass you through to the next stages, I have found through independent research that there are varying styles of cover letters to suit the type of industry that you are intending to apply for from a standard conservative style through to a standard speculative letters are examples of such (https://www.theguardian.com/careers/covering-letter-examples). Your cover letter shouldn’t be a regurgitation of your CV. Instead, it should zoom in on a few key skills and experiences on your CV that the employer values the most. As a result, your cover letter should be bespoke for every application. (Natasha LARKIN, 2018, https://www.cv-library.co.uk/career-advice/cover-letters/how-to-write-cover-letter-2018/).
Through research I have also enhanced my use of social media applications and have learnt that in this age access to ones social media profile can potentially be made available to the employer and I have broadened my use of Twitter and face book realising that this may also have an impact to any prospective employer, I have built a |Linked in profile which is another tool that is broadly used by employers to research successful candidates in the application sift stage, not only does this present a better image but also shows any employer that the technological know how is present which in majority organisations is a requirement cited in job adverts. The emergence of Internet-based social media has made it possible for one person to communicate with hundreds or even thousands of other people about products and the companies that provide them. Thus, the impact of consumer-to-consumer communications has been greatly magnified in the marketplace (W. Glynn Mangold,David J. Faulds, 2009). This extract bear’s great significance within the job application phases which I think is a great tool and has assisted me in tidying up my social media profile.
Having completed my CV following the content that I have learned throughout this course, I have been participated in telephone interviews , this is another method in which potential employers have at their discretion prior to in house interviews, although not as  daunting as the face - to - face interviews I have found that there appeared to be a degree of nervousness but managed to overcome this by planning ahead through research and company background information, list of questions and potential answers that could be given by the employer, but the main planning that I have fund useful was practicing in front of family and friends, again this was a real confidence boost and ensured that I remained confident throughout the telephone call duration. Telephone interviews are a way to filter out candidates who recruiters feel are unsuitable based upon the job description, personality fit and experience required. It can be carried out by HR and recruitment teams, or it might be with your potential new line-manager (Michelle Baker, www.jobsite.co.uk, 2017). I have realized that the answers should be kept brief as details can be given should an in house interview take place, I have noted too that knowing your CV and cover letter in and out is particularly useful as more often than not the HR advisor / employer will have this to hand. Again from the above website;

 “The one factor that influenced me above all others was that they expressed a sense of occasion; that this was important, they really wanted the job, they were enthusiastic and even if they didn’t have all the qualifications or experience, they sold themselves to me. In doing so they gave me confidence that they would do a great job of representing not only them, but also me and my company.” (Michelle Baker, www.jobsite.co.uk, 2017). I found that by projecting myself as if I was in the prescience of the interviewer, dressing smartly and remaining enthusiastic, I have learned to prepare a set of back questions that drew from previous experience and projected this into the following method
· Situation: Start by outlining the situation you were in.

· Task: Talk about the task at hand. What was required of you?

· Action: What did you do? What action/s did you take and why?

· Result: Summaries the results of your actions.
The confidence and research skills that I have found during this course have helped me to understand the employer and what they may be looking for; this has taught me that with research and understanding I can ensure that any future job application has prepared me for this as discussed during the telephone interview process.
Through job applications I have found that the majority of employers will at some stage invite the candidate to attend a one on one interview, this may well be with one other person or a panel of persons made up of HR advisors and employers alike. I have found that preparation plays a major part on the outcome of a job interview, without this one will almost come unstuck. I have learned that researching the company such as mission statements, company profile, guiding principles are often a place to start and the majority of that information can be gleaned from their website, factoring in where the role profile will fit into the company profile needs to also be considered.
Making a list of questions to ask the interview panel is a good icebreaker and to have at hand will also help. Since commencing this course I have taken the knowledge to also practice at home with family members by conducting mock interviews, I have found this to be very useful in building confidence and enhancing interview techniques, it also provides the opportunity to put into practice some hints and tips that I have got through researching various websites, what also compliments this is ensuring that the appropriate attire is suited to the type of role applied for example being that attending an interview for a construction site may well not require dressing to the standard as say a major bank, having said that it does provide a sense of uplift and parts a professional image to the interview panel.

In addition to the CV which will be at hand having secondary examples at the ready will more often than not show depth and breadth of the applicants knowledge and experience, Describing the situation in one sentence or less, and focus on your actions, the results that you achieved, and how you knew you were successful is a tip from (https://www.skillsyouneed.com/ips/interview-skills.html) which I have found very useful when preparing for the interview. Having done the legwork focusing on preparation and research one also needs to be prepared for any potential examinations or psychometric assessments, this will almost be communicated in advance to the applicant and occasionally may require no preparation at all, however there are practice test available to the user and example site being (https://www.practiceaptitudetests.com/psychometric-tests/) which also provide free support and guidance, this is one of the skills set that I have found that I have been weak in and I have addressed this by visiting the websites including one above and practicing my verbal and numerical skills, I have also found that by exposing myself to these aptitude test it has become easier and less difficult with more practice. 
I have grasped that choosing the right attire provides a very professional and smart outlook to any prospective employer, when attending an interview it doesn’t only provide a sense of wellbeing but will provide an uplift in my confidence levels along with maintaining that throughout, it is also worth noting and making note of being lead by the interviewer, an example would be that they may ask you to sit without shaking your hands unless this was extended to you, this leads on to being conscious of the body language used when present during interviews, most multi national companies or IT departments choose a more relaxed setting whilst others choose to employ a more formal setting, however being aware of this sub consciously I have learned helps to portray what I have found in ensuring that positive body language is given. Engaging with the interviewer, making eye contact and smiling all go along way to build a rapport, answering questions with relevant examples are also key, along with remaining enthusiastic and positive. Undue hesitation can also give a sense of lacking confidence which should be avoided if at all possible.
To conclude the course has provided me with the necessary CV building skills which prior to this appeared to a laborious and time consuming process, I have enhanced my ability in honing on this and applied the learning outcomes to better that, making note that a cover letter will provide a jacket to the CV and compliment it to allow or even stand out from other potential candidates.. I have researched and taken note of interview techniques that which would have been a weakness can now be seen as something that I have built upon, honed and practiced to give me the know how on what employers are looking for in a candidate when speaking with them. I have identified that my current skills gap is a lack of confidence, however one of the ways I have found in order to work on this is to participate in group discussions in class and conducting presentations, coupled with conducting mock interviews with family members or classmates alike has been a major part upon raising those levels.
I have found that I am now able to prepare and plan an interview be it by phone or in person and having the necessary plan and knowledge with me provides backbone and stability, a sense of feeling armed when attending to meet employers which prior to this would have put me in a situation of feeling like a nervous wreck. I have through research broadened my career aspects and made applications to a variety of organizations which o would not have considered previously.
