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[bookmark: _Toc28621465]Introduction
Employability skills are describes as the set of skills that can be transferred as per the requirement of the individual. These skills are to be present in an employee such that he or she is able to carry out his or her job role efficiently. These skills are in addition to the technical knowledge or the content relat4ed to the subject matter. Employability depends on the way a person can use those skills and the way he can present it in front of his employer. In the present report, a reflection will be presented with respect to the learning carried out related to the employability skills.
My name is Andreea .I was studying at Trinity Saint David University of Wales.First I would like to tell how I started studying at this university. I was a cleaner at the Premier Inn hotel and my boss recommended this school because she wanted to become a supervisor in the hotel where she was a housekeeper and she said that this university will give me the chance to learn more for my future. it seemed easy but at the same time difficult because I had to accommodate new colleagues with new teachers and a different learning style, different learning style,different from the one I learned in high school.
We started doing exercises in the classroom that helped me a lot. I had difficulty learning to paraphrase and put the references correctly, as a result of the work on term 1, we had great similarities. Of course, during semester 2 I asked for more guidance from the teacher and I hope that I learned and understood how to do it correctly. This can be said to be a very good reflection.
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Employability skills are the most vital set of the skills that helps a person to get the desired job. As per the study conducted by Collet et al. (2015), most of the employers takes into consideration the number of employability skills that are prevalent within the person. This is because the availability of the skills helps in determining the capability of the person in fulfilling the respective job role. Every individual needs to carry out the tasks or exercises that in turn will help the person to augment the employability skill. In my class, the teacher had provided a number of exercises that had provided an insight of the significance of the employability skill. Along with this, it had also helped me in identifying the skills that I possess or lack. 
Hence, it forms the basis for the future development. Therefore, with the aid of the Borton’s Development Framework, I would like to reflect on my learning’s. This framework was developed in 1970s and compromises of three questions. The first question is “What” that would highlight the happenings or the vital undertakings of the exercises related to the employability skills. The second question is related to the “So What”. This question helps in analysing the reflection. On the other hand, the third section is related to “What Now?” This section had helped me to decide my future planning related to augmenting the employability skills that I have and the ways I would be able to overcome the lacking.  
In the first exercise, the teacher had asked to prepare the cover letter. In this exercise, I had to prepare a cover letter for the desired post, which I had taken related to the head chef. As suggested by Waung et al. (2017), cover letter is the most significant part of the process that is involved in applying for the job. It can be regarded as the reflection of the job seeker. This is because it displays not only the important academic achievement of a person but also highlights the skills that are possessed by the person. This, in turn, helps the employer to analyse whether the applicant is suitable for the post or not. In this exercise, the e other persons that had played vital role were my teachers and my classmates. In this exercise, my role was to identify my skills that will best suit the role of the head chef. In addition to this, it was also crucial to identify the skills that I possessed with respect to the skills of the chef. In this process, I had faced diverse issues. 
The most vital one was related to the precisely identify my skills. In this context, my friends and teachers had helped me immensely. They had provided their support in unravelling the skills that I had possessed and had also helped enhancing my understanding related to the ways by which these skills will help me to be a good chef. Thereafter with the aid of the support from them, I had noted down all the important skills. Thereafter, with the aid of the second exercise, I was partnered with one of my classmates named Haria such that we would be able to understand each other’s skills. This is very important as it helps to identify other traits that are required from the perspective of the employability skills. 
Thereafter, with the aid of the second question of Borton’s Development Framework, I was able to analyse my learning from the exercise related to the cover letter.  The first outcome of the study was that I was able to gain an insight of the fact that I possessed a number of skills that were worth for being the head chef. The significant skills included leadership quality. As proposed by Northhouse (2018), leadership is the most vital quality that will help a person to guide and motivate his subordinates such that the objective of the organisation would be fulfilled. Thus, the possession of this skill had indicated that I would be able to take the responsibility of the head chef efficiently. The other vital skills that were highlighted during the exercise were that I had a friendly behaviour and the ability to create a positive working environment.
This is further crucial from the perspective of an organisation. Further, the exercise had also indicated that I possessed excellent communication skills. Besides, the exercise had also indicated that I lacked some of the skills like the Technical skills, problem solving skills. In addition to this, it is also necessary that, I need to develop my time management skills such that all other workers can be coordinated to completed the task in due time.  On the other hand, the vital outcome of the second exercise was that, I could understand the significance of being passionate and ambitious. These two traits are very important as it helps a person to stay focussed and achieve the aim effectively. I need to be developing such strong traits for succeeding in my future. However, this exercise had also revealed that I possessed a good memorising ability. This indicates that I would be able to accomplish any form of the projects without missing the vital instructions. This would help me to gain promotion quickly.
In the course of the exercises, I was able to explore myself a lot better. This allowed me to learn many things about myself. The main element that is needed to improve is the identification of the strengths and weaknesses that hamper my skills. The identification was a part of the learning process that needed the help of my friends and me. This is why the aim of the process was to make sure that I improved my overall abilities as a personality. The exercise taught me to explain myself better and I learnt the skill of it. I also learnt how to take down the proper guidance of the teacher and incorporate them into my letter. The learning process would have been incomplete had I not interacted with the teacher during the preparation of the letter. The continuous understanding of the feedbacks and the responses generated thereof helped me to prepare a proper cover letter.  
The second exercise helped me to understand the importance of the teamwork. This is why I was able to understand the skills of my partner. I also understood the importance of empathy. It helped me to understand the emotional balance of the partner. This is one of the most important leanings in my life, as this would allow me to interact with various people from different backgrounds during the course of my education and employment. The process of understanding helped me learn the necessary skills with the objective of inculcating the skills that I lacked. 
For the course of the exercises, it was important that I used the skills I already possessed. I used the skills while making the cover letter as well as while interacting with my partner. This helped me to revise the writing and the communication skills that I possessed from a long time. It was important to make sure that the exercises were done with full concentration to learn the most out of it and to avoid any possible errors that could have crept in.  
Now, it is important to improve my skills to the professional level rather than capitalising on the past glory. I must make sure that I am able to improve on the various skills that I lack. The skills that I already posses such as memorising and leadership would render useless if I leave it as it is.  Hence, it needs being practiced as per the necessity of the job that I am going to join.  I must also communicate with other people to take a note of the other skills that might have been missed by my peers. The next step would also be to learn new skills such as international cuisine techniques so that I am able to shine as a chef.  
The consequences of not having a few skills affected the quality of the exercises. Even though I tried my best to perform in the exercises, the lack of certain skills barred the effective result. The technical skills that I lacked compromised the quality of the writing of the letter. The letter was god but miles away from being perfect. The lack of technical skill also hampered the format of the letter and resulted it in being a bit below my usual standards. Had I been an effective problem solver, I would have needed less guidance from the teacher. The ability to solve my own problems is where I was clearly lacking. The outside help is one of the major consequences of my internal inabilities. For the exercise of the mutual skill identification, I clearly lacked passion and ambition. This is where I was unable to completely understand the requisite skills of my partner. The lack of serious understanding in terms of passion towards the cause restricted the interaction between different partners I work with. 
Considering the final question of the framework, in order to improve the relation with different partners, it is necessary that I opt for a few short-term courses to improve my communication skills. This will help me to understand the other person with more compassion and ambition towards a particular cause (Jackson, 2015). For the former exercise, I need to upgrade my technical skills. For this, I would be willing to opt for the crash courses that help to improve personalised knowledge. It is important for me to analyse the various course that are available and to choose the perfect one. The main aim of such a course would be completely master the technical skills that are so important in the modern world. 
In order to improve my problem solving skills it is necessary to make sure that I am able to work based on analytical skills. The technical skills and its proficiency will help me to ascertain the solutions to the problems. This will be useful to solve the problems that might arise in the future exercises. The learning will help me to improve my future practice, as I would not repeat the same mistakes and make sure that I am able to inculcate the skills that I lacked. The future practice will hence be more productive and efficient with the ability to please the receivers of the tasks.
For week 8 I had to prepare a small presentation about Borton which includes the 3 questions: What? So what? Now what?
For week 9 I pulled the tickets and my article was "How to look for work".
I presented in front and I think after the body language of the teacher, it was really good. I look forward to seeing the feedback from the last presentation.
The two presentations helped me to speak more easily in public, because I am a more emotional person and it was difficult for me to speak in front of my colleagues. 
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The exercises helped me to explore myself and understand my key capabilities and weaknesses. It also made sure that the report was able to improve my knowledge about the various employability skills that are required for the purpose of the career.  The model of reflection that has been chosen is very important and effective to analyse the necessary skills that I had. The self exploration resulted in identifying one of the various skills I had like the memory power. Such a skill if used wisely can be helpful to overcome the deficiencies in the other skills. 

[bookmark: _Toc28621468]Reference list
Collet, C., Hine, D. and Du Plessis, K., 2015. Employability skills: perspectives from a knowledge-intensive industry. Education+ Training, 57(5), pp.532-559.
Jackson, D., 2015. Employability skill development in work-integrated learning: Barriers and best practice. Studies in Higher Education, 40(2), pp.350-367.
Nahari, A.A. and Alfadda, H.A., 2016. From Memorising to Visualising: The Effect of Using Visualisation Strategies to Improve Students' Spelling Skills. English Language Teaching, 9(6), pp.1-18.
Northouse, P.G., 2018. Leadership: Theory and practice. Sage publications.
Suleman, F., 2016. Employability skills of higher education graduates: Little consensus on a much-discussed subject. Procedia-Social and Behavioral Sciences, 228, pp.169-174.
Waung, M., McAuslan, P., DiMambro, J.M. and Mięgoć, N., 2017. Impression management use in resumes and cover letters. Journal of Business and Psychology, 32(6), pp.727-746.


[bookmark: _Toc28621469]Appendix
[image: C:\Users\user\AppData\Local\Temp\Rar$DIa3820.14746\20191225_135608.jpg]
[image: C:\Users\user\AppData\Local\Temp\Rar$DIa3820.16568\20191225_135617.jpg]
[image: C:\Users\user\AppData\Local\Temp\Rar$DIa3820.18062\20191225_135726.jpg]
image1.jpeg
Academic and Employability Skills (ACE) - term 2
BMSW4001

In-class exercise 1: Cover letter writing

VRN 1Y 0 wALE )
Trlnity Salnt David
LONDON

Student Name: Mq mm«\xw A x\ \{\mi)uu Student ID: uf\g h50

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next sesslon. You will need to Include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module)

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.
[Your Name] ! i (&)&90 AL (‘H’(bu

1 Any Street, Anytown
/lemg manager’s name| W(Q 0l (j &““
[Hiring manager’s company nnme Bombs ‘
(Today's Date] ‘N0 S¢ r gm UL
vesfRsherd Jllimg Lo
T

| wish to apply for the role of (Q\ g 2 VRS . ) C\A/Y\l\;/ >

N‘}fﬁ qpax cam  nel pC ] /YNJ NLLQ&\PO}\.\ Q. i

-l\o\u(ﬂ o Q&m?u!&mc b v/a( f)m £hiy : mé
- 0/o\), TR \ [

\QLW’\MV\A\ un- zw(}\ llc} Mg{u)mn. NV
‘im M ot = N WAN WA nMmA 1‘m\hy&1(w T
maislaldhimd  am® M) mirll cudamt VR Show
M nterony )J o Guding  wotly . porh niscll
T Loden” amnd ol hove belm hio
Al n;{nm{} du J
Qapn DAL S Af ek Dm\h& Comn ‘}o\} S
SR N Y S i '\n.”nk T Ammﬁnﬁ (z——"‘
Yoo AT o R g ot ¢ o
L &ﬁmﬁ C)Qogij NV lamasy A\muﬁ ‘rYYu.l e\

'r(AM\ oY £a : 0ad amd Al
. U

(’ et ?\ 6(: ll‘ m SCIID

i N5 A gl :2
aclep bamd nls uﬂm aa/m“{tw!\i”

Lecturer’s signature: W/ Date; S.‘ ( A LQ‘E





image2.jpeg
\nd Employability Skills (ACE) — term 2

') st ol RS s B IS SR e -
% NN S % e
” — — S————————————

''''' [ pY78! qltq st

| TR VTG Jungiar

Lecturer’s comments: A‘ AQQ ‘17(’ a ’}/ ‘ﬂ&t\ Joma_
Unddea( ralewmo X . Noll Geon o

A
= n N
Lecturer’s signature: X\Vf/ Date: LS;“ .w

% - i)ﬂ Cathul abo X \}){ou.‘lﬁ[wg oo Jﬁ[‘&

2lPage





image3.jpeg
M PPesEnTRT oM

Cr EALEP A

'rhe Mame  gem nmy Poqkemwl n “c\,‘uuct)

o

| A O Lo Reomomia LAh  comOna
! Low dem bq,&vz 2. Vecm ‘X/")Ql bmiih
| 0 N exls |
Mool o N w‘:&u\""}é}% 0‘2 biﬂl 03

' 69\6‘3 C\/‘méx')»\n W CUM% 'D\llv aiyxmmi
l the Qo m ? ()JSTO) /mo.\(log,’

aroma q v .
| Mdﬁ\?ﬁ’o \WQ omy 2 ot B&h@mj o\mA\

CUW\L.)u" o W evmaem .

. XK EN\Q»ANCW Rea ddm
2 C@fnﬁ-i’zim) 5 20(538)

Eho S&uc&«{ 5f<\’“/5 H&mc\b@a‘( awc\
QAL" %\"@m L H Oﬂnfﬂhm ~“u nayl

j 't %\-\OOKO CAl') ou,\{ ,m,Q )

g Qs mé\ VA Do





