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INTRODUCTION
This report will take a reflective look at my personal thoughts and feelings regarding my academic and employability skills. The report highlights areas where there is room for improvements and noticeable gaps in my skill set. The objective of this report is to recount an accurate picture and the measures I will take on this journey to reduce that gap by the various subject I will be exposed to heighten my understanding of what is needed to be employment ready. I will also look at what skills and knowledge employers will be expecting from graduates. Studying at University can highlight such gaps and it is through pure strength of mind and putting in place strategies that success can come. 

EMPLOYABILITY SKILLS
The importance to possess excellent employability skills are paramount in obtaining a job. Employers would expect to see perspective candidates in possession of most of these skills, whereas some of the other skills can be developed once on the job. The most crucial skill is the ability to communicate effectively as you will need to listen and carry out instructions on daily tasks, this skill would also cover the ability to send and reply emails and be efficient in writing reports. Interpersonal skill is another essential skill that you need to demonstrate as this would involve your ability to work in a team and problem solve, particularly if conflict arise, along with showing initiative. Having an aptitude for numbers would be a very useful skill as this would be most beneficial in understanding statistical data and could give you good standing among management and your peers. According to Bridgstock (2009), employers are interested in looking more closely at the quality of the employability skills being taught at universities. They would prefer graduates gaining more economic and social skills. Although I possess some of these skills, being at university has helped me realise just how important it is to continue developing them further, as gaining knowledge of what is needed in industry will assist with my confident will and mould me into an effective graduate. Therefore, it is important for me to remain open to the challenges and learn to reflect on how to make suitable changes that will increase my understanding. My desire to know more about these essential skills has spurred me on volunteer with an organisation where I can gain useful work experience.

CURRICULUM VITAE AND COVER LETTER
According to Gallagher (2010) writing a curriculum vitae (CV) can be overwhelming but it is imperative to account for your working history in an informative manner. The information you write in a CV should clearly state in date order all the past and present employment that you have undertaken or currently undertaking, mapping out in a logical sequence the position held and the responsibilities needed to work efficiently. My main concern in this area was the fact I have been out of the job market for the last fourteen years and the prospect of me composing a CV to reflect my work history was dauting as it left me thinking I would have nothing to offer a perspective employer. I strongly felt that I could not demonstrate any current or relevant skills that would be acceptable. But doing this university course it has helped me think outside the box and on reflection those fourteen years away from the economic workforce had me actively looking after two children with two very different learning disabilities and it was here that I gained incredible confidence to tackle and strive through any given situation. I became an effective advocate for both children and was constantly liaising with doctors and people in authority, my time management skill was faultless on every appointment so now looking with anticipation, my Curriculum Vitae will mirror major skills and competencies. However, I am not complacent and I will continue to improve my skill set as I strongly believe, long term, it will benefit me greatly so I have started to research how to write a good CV for the current job market and look more deeply into adult learners and the transferrable skills they can bring to an employer. The best place to showcase strength and resilience for any job you are seeking to get employment from would be to master your interviewing techniques. A good CV and cover letter would likely get you to interview stage and for someone in my position who have not worked in industry for so long the prospect of an interview would have had me feeling nervous about the whole process. The thought of sitting in front of knowledgeable people asking me questions and expecting a sensible response would have been overwhelming. My reality is this degree is enhancing my academic and employability skills and this has encouraged me to seek advise from a careers adviser with the prospect of gaining employment whilst I am studying. My mission is to practice interviewing questions and watch training videos of interviews being conducted. I understand that if you research the company you are interested in and have dedicated time to prepare your own set of questions to ask them on the interview day, you could be successful as you are likely to have confidence in yourself. Well-structured questions aimed at them could highlight great potential which in turn would help them decide if you would be a good fit for their company. 

REFLECTIVE WRITNG
This is a skill everyone has, but not everyone knows how to formulate it in a constructive way to properly reflect what they want to put across. We all go through experiences be it good or bad, in fact a lot of people tend to repeat bad experiences with the hope it will be different the next time but without thinking that perhaps they should do something different in order to get a more positive outcome. My own personal, negative, experience kept me fearful and totally afraid to explore the possibilities of studying years earlier because each time I applied to do a short course, psychological torment began with comments such as ‘we are not working from the same page’ or ‘it feels like we are drifting apart’, so statements like that made me not want to pursue any courses. However, when the relationship finally came to a natural end it was only then that I had the strength to reflect upon my life and realised how destructive a situation I was in and it was then that I made changes and thinking back on how I could have done things a little more differently. Through reflection I saw all the missed opportunities of studying in the pass and it was that which encouraged me to study at university and start to realise my potential within the academic community and on completion I can see how viable I will be in the general workforce. Quinn (1998) refers to Gibbs’ Reflective Cycle that covers six stages of reflection.
1) Description. Here he encourages you to write about the experience you went through or are going through.
2) Feelings. At this stage it is suggested to consider both your thought and feelings regarding the experience.
3) Evaluation. When you have completed the first two stages it is important to sum up the experience and decide whether it was a positive or negative situation.
4) Analysis.	Here you are left to think more deeply about the situation and to make a judgement on the whole experience.
5) Conclusion. This could be the hardest point about reflection as you need to understand what it is you learnt from the experience and what you think you should have done differently.
6) Action Plan. As we know humans are naturally fallible, as we will always find ourselves in the same or similar situation time and time again, but there will be a few of us who would genuinely like to make changes that would enhance our situation.
POWERPOINT PRESENTATION AND PUBLIC SPEAKING
Presentations and public speaking can go hand in hand and this a method used in most industries as it can help management identify staff who may potentially have leadership qualities. A good delivery of a presentation would be conducted by someone who remains calm, whose able to smile and engage with the audience. You need to prepare well because if you can demonstrate from the beginning that you know what you are talking about it would be easy for your audience to understand and to maintain their attention. Avoid jargon where possible and ensure your powerpoints are of good quality, resign what you need to say to memory as reading straight from cards can look unprofessional and will not warm the audience to you, think about your posture because at the end of the day you are the presentation so what you need to say must inform, inspire and if possible motivate the audience. Just last month we had to do a powerpoint presentation for effective teamworking and communication class and although it went well, on reflections I wish that I was able to remember what was needed to get across, with my nerves I relied heavily with flash cards to get me through it. Public speaking is an area I would love to develop and being at university I welcome the opportunity to do this, as long term having this skill will help me greatly when I gain employment within my local community. Beebe (2010), gives a comprehensive account of the benefits of public speaking, they go on to explain that the main point is to consider the audience and in doing so you should select a topic that is not too long winded. Keep in mind the purpose of the exercise and develop your ideas around the chosen topic, whilst creating supporting evidence that relates. Once you have established those principles you will then move forward to organising the material and rehearse, several times, what you intend to present, as this will give you the confidence to deliver the presentation to the audience in attendance.

CONCLUSION
[bookmark: _Hlk18508539]Consequently, what has become evident in writing this reflective assignment is the importance of a person’s ability to exhibit the necessary skills, in advance of looking for gainful employment. Improving upon your academic and employability skills should be the measure taken in order to demonstrate constructively these skills. Enabling yourself this way will be beneficial for the type of work you are seeking. With regards to curriculum vitae and interview techniques, your curriculum vitae is a snapshot of your competencies, highlighting exactly what you can do and revealing areas where slight improvements could in fact be beneficial in increasing your chances for promotion in the long-term as you should show willingness to gain further qualifications relevant to the job. Researching interviewing techniques will only enhance the chances of gaining employment, always be ready with a question or two to ask perspective employers. Showing the confidence to perform public speaking in front of an audience whilst conducting a powerpoint presentation is a skill needed in today’s job market. These are all areas in my life that is being improved by signing up to complete a degree.  Overall, having a reflective approach on all aspects of your life will make you stand out from the crowd, the skill to reflect and make changes is paramount for success. 
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