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Employability Skills Report

Introduction: 
This report will reflect on many subjects studied in the classroom, where it will analyse, explain the necessity and purpose of several topics. These topics studied are Kolb reflective cycle (1984), time management, note-taking, CV writing and cover letter. These subjects will help to develop more strong confidence, more vital knowledge and gain new skills that will grow in time to have a successful career and an organised live by reflecting and reviewing within the life experience and study.
Kolb reflective cycle (1984)
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According to McLeod (2017) "Kolb's experiential learning style theory is typically represented by a four-stage learning cycle".
· Concrete Experience - is created a new event or situation. This stage shows that here is making or producing an event.
· Reflective Observation of the New Experience - of the relevant outcome is any differences between knowledge and opinion. This stage shows to examine or reflect on the new activity to gain new results.
· Abstract Conceptualization reflection provides origin to a new approach or a correction of a fundamental theory. This stage is revealing the result and the new knowledge gained from their participation in the event. 
· Active Experimentation -implements their approach to the environment around them to observe the results. This stage is explaining what has discovered. Also, it is implementing the event in the world to monitor the results.
(McLeod 2017)
I never knew what reflective theory is before studied in the classroom. Kolb reflective Cycle is a way of reflecting on an event or situation by observing from the beginning of the event the consequence, the result and the new learning gain through the process.  This way, we get new knowledge where we learn new things, and we gain further information. To conclude, it is a good understanding of reflection to gain a new perception of the events in conclusion at the end of the experiment given.

Time Management

According to Mind Tools (n.d.),"“Time management” is the process of organizing and planning how to divide your time between specific activities". Also, as was presented in the classroom(week1), understanding and learning how to manage time, will help people to balance their time in various phases of living. For example, maintaining a daily schedule, or a diary will allow people to be more organised and to save time during each day, also all the plans to be done in time efficiently. Planning to organise time with different instruments, as a note, list, diary book will help people to save time, prioritise and make plans. Organising the time has many benefits as better performance, reputation, less stress, increased possibilities for progression, and bigger chances to achieve meaningful goals.
An essential tool of time management is web-based tools (Entrepreneur handbook, 2019). Online time planners with decent software will benefit from managing time to saving time. With a weekly program system, people will be capable of maintaining and archiving new goals and finish their assignments in time without delays. Another essential tool of time management prioritises and make a weekly task list. According to Entrepreneur handbook (2019)," Break down your monthly, quarterly and annual goals into weekly and daily tasks". This way, people will be able to save time and established their objectives in the time staying flexible for other unexpected developments.
I never used before an organiser to manage my time. Reflecting on studied time management, I found that working the time will help me to save time and do every job in time and to have and some free time for me. Planning the time by organising with an instrument like a web application, or a diary will be helpful not to forget things to do and to know all the scheduled appointments, deadlines to succeed in the life and career. Also, an organised person will have free time to enjoy extra activities that will relax him like, yoga, fitness or reading a book. To conclude, it is essential to plan and organise your time to save time and develop your goals.
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Note-taking
According to Cohen, M. (2020)," Notes taken during a lecture or seminar are essential to the learning process and using linear and non-linear notes where appropriate is an essential study skill". Notes are the system that considerably supports people to retain information when they need it later. Are two types of notetaking:
1. Linear note taking. Is the method of writing information in the system in which you receive it and understand, and it can help you review the information. This way people can produce different and shorter information, will have newly obtained knowledge and performed it the other way. Can be beneficial to help to remember the expertise or purpose with which it is connected. (Cohen, M. 2020)
2. Non-linear note taking. That includes utilising mind maps, that begins with entries in the centre of a page. Creating mind maps in terms of significance, connection or relationship of influence or connected. There can connect essential knowledge to the main idea, which will be easier to understand. The mind map is the interpretation of the author, genuinely expressing his perception of what he knows and understand from the lecture, where he will set up his method of sections and connections. (Cohen, M. 2020)
I never used before a specific notetaking before learning in the classroom that are different ways of notetaking. Reflecting on studied notetaking, I found that are other ways of taking notes, by linear and map notetaking. Writing just the main idea in a notebook as a map is more useful to save time and understand easier the essential knowledge from the lecture. Also, taking information on note shorter will help to remember easier all the course and to have a brief description written. To conclude, using a note map or a way of notetaking, we will be more organised, the information will be easier to read from the notes, and we will understand more straightforward and faster the lecture or the subject studied.
CV writing
Curriculum vitae is a report utilised for applying for jobs. According to Smith (2019), in Curriculum vitae will "summarise your education, skills and experience enabling you to successfully sell your abilities to potential employers". A regular CV in the UK should be no larger than two pages where you must cover the principal details of your knowledge and experience.
A CV should cover:
· Your contact details like your name, address, contact number and email address
· Profile - A CV profile is a short description that highlights your essential qualities and benefits you. Regularly set at the opening of the CV, it shows some vital experience and abilities while displaying your career purposes. A good CV profile concentrates on the area you are referring to get employed. 
· Your education history, including your qualification and your work background connected to the job that you are applying for
· Your skills and fulfilment, where your essential abilities, should be related to the job.
· Interests: can give a whole idea of who you are and what you like to do 
· Reference
Also, having a good CV, you must have excellent grammar, a professional email address, do not lie and do not exaggerate in your Cv, write a CV for your job that you are applying for, and always add a cover letter with your CV. (Smith 2019)
I know and used before Curriculum vitae, but I never had one adequately done before. Reflecting on the studied Curriculum vitae topic, I learned that in my Curriculum vitae, I must summarise the skills and the experience related to the job that applied for, in a short and professional Curriculum vitae. This way, I learned to have a professional Curriculum vitae that will help me to archive a better job that can be a successful career. Also, I realised that to have a successful Curriculum vitae, it must include and a cover letter with and to research the company requirement and capabilities to write the right Curriculum vitae and cover letter to gain the job. To conclude, being able to do a Curriculum vitae professional, it will highlight the skills, the knowledge, the development and the experience to meet the job requirement. That will help to get a good job and to succeed in a career.
Cover letter writing
A cover letter is an individual introduction sent with CV when applying for positions. According to Smith (2019)," A cover letter is necessary as it gives you the chance to explain to an employer why you're the best candidate for the job. You do this by highlighting relevant skills and experience; therefore you should always write your cover letter with the position you're applying for in mind." A cover letter should be shorter, usually three to five short paragraphs and must not exceed one page. Set the summary in the cover letter, while highlights aptness for the job. A cover letter should include:
· First paragraph - In introduction must show the position is applying for, and where was advertised the job. Also, why the individual is applying for that job
· The second paragraph - Include why the individual is fit for the job. Also, to show his enthusiasm to work for that company and what he can contribute to the company.
· The third paragraph - Suitable background and describe how his skills meet the precise demands of the job specification. 
· The last paragraph - Restate the enthusiasm in the position and show a desire for a personal interview.
Approach the cover letter right to the person that will receive it. To find out precisely the person who will receive the cover letter can be made some searching for the company, to ensure that the cover letter makes a lasting result for the best intentions. The cover letter must be rewritten whenever it is applied for a job in order to target the company. Also, it must double-check for orthography and syntax errors before giving it. Presentation is essential where is required to format cover letter suitable. In the cover letter must be shown the unique selling points. Show what the individual skills are, and what has to offer, and the knowledge demanded in the position description. Also, the cover letter must incorporate substantial evidence and examples. (Smith 2019)
I know about the cover letter, but I never had one before. Including a cover letter with a cv is a great way to show my interest in a company and stand out against other candidates.  It should be specific to the position I will apply for, centred on what I will bring to the company. In the cover letter, recruiters will see the work I put in my cover letter by demonstrating my interest, by showing that I did my research about their company by letting my personality show through my cover letter. Cover letters allow recruiters and hiring managers to develop a better understanding of my suitability for a position.
Conclusion
Reflecting on the topics studied: Kolb reflective cycle (1984), time management, notetaking, CV writing and cover letter, can be seen in this report that this is new information gained throw the classroom and research during this assignment. Using the Kolb reflective theory will help us to gain new knowledge. Planning and organizing the time will allow us to save time and improve our schedule and deadline projects. Using a notetaking will help us to reflect on the studies, and we will have a short note of the central idea studies. Learning to have a professional Curriculum vitae will allow us to have a successful curriculum vitae and to gain the most desirable job. Also, having a cover letter will help us to increase our chances to get employed. All this topic guides us to gain new knowledge that will help us in the future to achieve the most desirable job from the market and to be more organized, to save time and to be successful in career and life. To conclude, all the subjects studied in this report will benefit me to achieve a strong career. They will help me to improve more powerful confidence in my abilities and experience.
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