Student Name: Caliminte Cosmin-Daniel 
Student ID: 2114810
Module Name: Academic and Employability Skills (ACE) BMSW4001_LON
Lecturer: Soban Sadiq 
[image: ]
                                            Reflective Report  

The objective of this report is to explain and analyse various aspects of Academic and Employability Skills, as well as to put to practice what I learned during my previous term.
It is my hope that through writing this report, I will be able to demonstrate what I've learnt about Academic and Employability Skills and put it into practise.
At the conclusion of the presentation, I'll perform a self-reflection on my own presentation and speak about my thoughts on time management, CV writing, reflection and academic writing. 
Now that I've taken this course, I can certainly say that my daily activities and routines are better understood and prioritised in a lot more effective manner than before completing this course. This has helped me become more productive with my time.
In terms of CV writing, I can say that before this course, I had to utilise specialised websites and in some instances, pay for it, to write a decent CV, and today, I can safely state that I can construct a great CV without problem..
It's a subject I'm interested in since I tend to be a thoughtful person in my daily life. In class, I not only picked up a new skill, but I also got a better grasp on who I am as a person.
My ability to manage my time is deteriorating as I attempt to juggle a variety of responsibilities, including schoolwork, a job, and a family. Managing my time is vital to achieving a well-balanced and sustainable lifestyle, which is something I work so hard to achieve. My life and the lives of my friends and family members are made simpler when I use a decent time management technique.
In this essay, I'm going to talk about how I organise my time in order to maintain a healthy work-life balance while still attending school.
Determine which of the most important activities must be done first. It helps me recall short-term objectives like reviewing lectures and studying for tests if I keep track of them weekly on my calendar. For my non-academic commitments, I may use the planner to keep track of everything that has to be done. Additionally, I find that an annual calendar helps me organise my semester's work, but it also helps me anticipate impending events months in advance.
When it comes to prioritising my tasks, a to-do list may help. I've formed the practise of prioritising the most critical tasks first throughout the years. Writing things down in a conspicuous area or setting an alert on my phone is the best method for me to keep track of things.
I like to create a weekly schedule before taking on any more responsibilities so that I can keep track of my academic duties as well as how much free time I have on my hands. I've been making an effort to relax on a more frequent basis in an effort to lower my stress levels.
Complete research, take notes, compose reports, and complete other duties all need time and effort to complete well. Even though I have had extra time to think about and analyse each task, it has been tough for me to be realistic about how long it would take me to finish it.
While making plans for the future, I make an effort to set real, quantitative, and reachable goals for myself. The achievement of my long-term goals will be more straightforward and efficient if I organise and prioritise my time in order to meet my present and short-term obligations.
Creating a quiet and distraction-free work environment is the first step in my creative process, and then identifying the best time of day to accomplish it is the second. To be sure I haven't missed anything, I re-read the lecture notes. After each lesson, I review my notes to make sure I've remembered the material.
It is known as a curriculum vitae in the professional world, and my CV is a succinct description of my credentials for the position I'm seeking: my qualifications include my schooling and training, as well as my work experience and other accomplishments. Throughout the book, a narrative style is used. The act of using it makes me think of my work passport, which is what I show to my company on a daily basis. It demonstrates to him what I did and where I did it, as well as how much time I spent doing it, all in one place.
As a result, it represents my first and best opportunity to introduce myself to a possible employer, as well as my best chance of landing an interview as a result of the process.
My CV starts with the most fundamental pieces of personal information, such as my name, contact information, educational background, distinguishing characteristics, talents, and previous career experience, before moving on to more detailed sections. If I come across any additional material that is relevant to the position for which I am applying, I will categorise it accordingly. To get a sense of how things are going, a summary of personal information (nationality, marital status, age) and interests is utilised (hobbies, passions and specialties).
For each job application, I personalise it by highlighting the material that is pertinent to the position I'm applying for, as well as emphasising it by using strong verbs.
The personal statement, which may also be referred to as the career objective, personal profile, or professional profile, is an important part of the CV. In order to make a strong first impression on prospective employers, I included my personal statement in the first paragraph of the paper I was drafting.
It is critical for the employer to study the rest of my CV carefully if I just have a few short phrases about who I am and how well-suited I am for the career in question.
It is critical for me to use the appropriate CV type for each job application I submit since the manner in which I present my talents, accomplishments, and career goals is critical to my success in a CV. My favourite CVs are hybrids, which include both chronological and skill/functional sections into a one document.
Since a functional CV is less rigid than a chronological CV, it may combine an ordered appearance with a stronger focus on my achievements and abilities.
For me, it's an excellent alternative since I'd want to showcase some of my talents or accomplishments that would make me stand out as a candidate for the job.
Self Reflection 
An easy-to-understand and simple explanation is provided here. However, what actually is reflected?
The lack of a clear and objective definition of reflection in the literature makes it difficult for students to comprehend the idea.
As a result, when my participation is necessary, I make decisions while keeping an eye on the surrounding surroundings. In order to get the desired outcome, I must be able to swiftly adapt and change my decisions in response to the results.
Therefore, if I am presented with a new situation that is both complex in scope and time-consuming to analyse, conceptualise, and resolve, I approach it from a complex point of view rather than a simple point of view. Then, when I think and reflect on the past, I run everything through a cognitive filter to grasp it in all of its complexity, and then I make decisions about what to keep, what to change, and which new information I want to incorporate before taking action in the present moment. When I was doing my research and studying, I discovered that I could skip over multiple steps from my initial experience to my personal action plan since, in my mind, they are all a part of the same plan and occur at the same time as the others. Once you've had an initial encounter, you may simply integrate your thoughts and emotions about the event or scenario and go on to the next step of the process. For the most part, unless the scenario is really complicated, I can come to an appraisal, analysis, and conclusion about an event or circumstance all at once. With each new problem that comes my way, a new action plan is created in response to the reflection-in-action process I outlined earlier.
If I have to give a speech in front of a huge audience, no matter what the circumstances are, I get anxious. Although my thoughts are racing, I'm struggling to keep a professional and cool approach. In order to seem as natural as possible the next time I'm in front of a group, I'll need to improve on my body language.
I do possess good communication skills as I am able to express my intention to my audition to the listener. As per the view of Schmidt (2017), communication is a mandatory skill and every individual must focus on enhancing this skill. I practice effective communication to keep the message short and effective. This is the reason business organisations wants their employees to practice effective communication at the workplace. I will focus on enhancing my communication skills in order to improve my presentation and convincing skills.
In order to make decisions, decision makers must be able to solve issues effectively. I feel that I am capable of providing effective solutions to the difficulties that I encounter on a daily basis. In fact, I possess the capacity to analyse and comprehend the underlying root of the issue. I attempt to concentrate on addressing the issue at its source in order to prevent it from recurring.
I have a tough time transitioning to a new atmosphere, location, or with new college environments. This is a shortcoming I will have to overcome if I are to increase my performance and confidence in a variety of settings and organisations. I have a long voyage ahead of me, and this weakness will cause me to fall behind schedule.
On a personal note, I consider that the presentation went very well and that everyone did the right job they were task with. 

SWOT ANALYSIS 

	Strengths
· Communication skills
· Problem solving skills
· Decision making

	Weakness
· Leadership skills
· Adaptability in new environment and place
· Task prioritization 
· Time Management

	Opportunity
· Learning and supportive environment provided by the university
· Good guidance and coaching from mentors
	Threats
· Without change in my behaviour I might not be able to improve my skills
· Not becoming a part of the team would limit the opportunities



Skills that are important in different ways
· CV Writing – A resume assists me in locating a job that is a good match for my qualifications.
· Paraphrasing - When you want to utilise the work of others to support your own point of view, paraphrase may be a helpful strategy.
· Summarise - Summaries aid in the extraction of the most important information from a source of information.
· Reflection - Reflect on my own performance in order to continuously better myself and the workplace.

Academic writing  – the monograph, the journal article, the book chapter – is the primary medium through which the knowledge  produced through research  is communicated and discussed. 
Academic writing typically analyses and discusses a social phenomenon in light of theoretical concepts  and perspectives 
Academic writing is also itself a key part of the analytical process  in social research. 
Is there anything that sets it apart from other writing styles? Is it similar to other forms of writing in any way? Form and style are important since it is meant to communicate with a broader publishing. You can only learn and improve your writing ability by putting it to use, and that involves reading.
Structure of academic writing .A good structure is as important for academic writing as a good idea .Structure works as a fundamental narrative device. 
A standard structure includes  - Introduction 
· Literature review and theoretical framework 
· Analysis/ discussion
· Conclusion.
A good structure follows a basic three-tiered rule of thumb: 1. Tell the reader what you’re going to do. 2. Do what you have said your are going to do – in the order that you said you would. 3. Tell the reader what you’ve done.
In a well-composed essay (or thesis) each part of the structure does a specific ”job” in terms of ”telling the story” you want to tell on the basis of the knowledge that you have produced.
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