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[bookmark: _Toc101400951]Executive summary 
This report will underpin the main learning outcomes from the class lectures related to the Academic and Employability Skills. The importance of these specific skills will be highlighted in order to prove that the learning outcomes will be helpful in the future as a graduate or already working student. Furthermore, all the information will be exemplified about how it will be used in the real world as a proof of excellent understanding after attending the module. The subjects discussed will be the Cover letter, CV writing, Summarizing and last but not least, Public speaking and giving presentations. The reflective model used within the following report is Gibbs Reflective cycle and it will also be explained in the introduction section along with its particularities and aspects that make it effective. Moreover, the importance and  definition of the employability and academic skills will be discussed within the introduction for a better view of the further discussed topics on a general manner.

[bookmark: _Toc101400952]Introduction
The Academic skills are related to the power and capability of the students to retain and put in practice the information received during the classes. Students are different and for this reason, their learning styles are completely different but in order to be effective, they should acquire the academic skills in order to be able to organize their tasks and time. This aspect will help them to develop skills that will make their learning and task accomplishing more effective and positive results will most likely appear. (Indeed, 2021)
On the other hand, the academic skills are also helping the students to be more organized in the future when they will run a business or get a job. As well, academic skills such as giving presentation will also help the students to present and sustain their projects for the final exams as well as being able to write their assignments academically.(Higho, 2019)
Employability skills, according to (Duszynski, 2022), are related to the skills that make you eligible to be hired and further practice the certain job. On the other hand, the employability skills are transferable as for example, communication will most likely be a must have skill for any kind of employer so, even if the persons switching its career path, communication skill is transferable. 
For this reason, further will be described the most relevant skills that will make a student be successful and further become an desirable employee for any kind of employer. 
Gibbs Reflective cycle is a method of learning developed by Graham Gibbs in 1988 and it helps getting a learning outcome from any experience easier than a simple reflection action. It has 6 phases that any student should pass through inn-order to get the desired outcome from a learnt subject and have a good understanding about it. First of all, the experience should be described as it happened during classes then the personal feelings and thoughts linked to the discussed experience. The positive and negative aspects should be thought about in the evaluation phase and then an analysis that will related to the sense of the situation. The conclusion phase will highlight the what the student have learn about and last but not least, there will be discussed the action plan that will show how the student will use the information in the future. (Gibbs, 1988)
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Experience: A cover letter is the first page and contact that the employee or University will see while you are applying for the job or University and it highlight why you are one of the best candidates. The cover letter keeps the role of a personal story-teller that encapsulates the skills and aptitudes required in the job description. It is a very powerful tool due to the fact that the chances to get to the next step, the interview are raising with more than 50% if the cover letter is present. On the other hand, the cover letter should be done in a smart way as it needs not to be longer than 3 quarters of a page and it must show the best qualities of the applicant. (Buffet, 2022)
Personal Feelings: As it was discussed in class, the cover letter should be indispensable in the application process in order to increase the chances of the application to be taken into consideration. Actually, the cover letter it is an important tool that helps the applicant better explain the skills and justify the less attractive parts of the resume. 
Evaluation: The main benefits of the cover letter is the fact that it allows the applicant get more chances that their resume to be taken in consideration as a high number of employers are willing to consider an application complete only if they present a cover letter. The negative aspect is the fact that there should be structured and any miss-understanding may generate a loose of interest for the employer to further read the CV. (Coppock, 2013)
Conclusion: Being aware of these kind of aspects is a valuable information for those who are willing to apply in the future for other University programs or master programs as it will increase their chances to be accepted and taken into account. The cover letter may be a small tool that not everyone else is taken into account but it makes the difference between getting to the next step of the hiring process or being rejected. (Coppock, 2013)
Action plan: I will further use the information regarding the cover letter and the compulsory presence of it in order to take advantage in front of other applicants while I will apply for the job. Furthermore, holding information about the structure and length will help me to create a professional cover letter. Last but not least, it is important to be mentioned that I will be able to explain the gaps in my career through the cover letter and highlight how I was taking advantage about the free time I had in order to acquire nee skills. (Gibbs, 1988)

[bookmark: _Toc101400954]CV Writing 
Experience: As it was discussed in class, any student should be able to write their own CV as it is considered a skill due to the fact that it  helps in getting a job or participating to an internship while being a student. First of all, the CV should include every relevant skill the applicant has in order to highlight how it can be a great asset for a company. On the other hand, writing down how you have acquired the skill or how did you handle a difficult situation is important in order to convince the employer about truly having them. The CV should also include the education that usually underpin how qualified you are from the educational point of view. For example, there are many jobs that require a certain degree and for this reason, the CV should include everything. Last but not least, adding foreign languages that you are speaking is vital as it increases the value of a CV in front of the employer. (Tomaszewski, 2022) 
Personal Feelings: I consider that being able to write a CV correctly increases the chances to get a chance to attend an interview with more than 80% as there is stated the fact that a CV that it is well structured and contains the skills necessary for the applied position will most likely be selected to pursue an interview. Moreover, I would also say that there is a chance that before, without knowing how to create a good structured CV and know what it has to contain, I may be missed some opportunities to get better jobs. (CV Library, 2022)
Evaluation: developing CV writing skills is a great benefit for any student as it makes them ready for the future in the employment process. It is however overwhelming at its first because the job description should be carefully analyzed in order to touch the most important points the employer is looking for and increase the chances that your CV to be more special than the others. (Indeed, 2021),
Conclusion: In order to handle better the CV writing process, there is compulsory to do a sincere self-analysis that includes all the skills an individual has and also, to write down how did they acquire them as well as which situations have been benefiting about the skill so the employee will see better how the applicant will bring value to the company. (Indeed, 2021)
Action Plan: Further, after stating the self-description and write about studies, the most relevant skills should be introduced in the CV and giving examples of how they have been used. This module actually helped me to know exactly how to highlight my skills in order to create a CV that will catch the eye of any employee and consider it relevant for their company. 
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Experience: As the students are required to write academic essays and create projects, they should be aware about the summarizing skills as it helps them to succeed and have success during their journey within the University. Summarizing is actually taking the essence of a story or an idea without keeping every insignificant detail but to understand the main idea. Usually, summarizing is helping the students to keep an evidence of their manuscripts as it refers to have a short resume of their academic essay or report. Furthermore, it was discussed in class that students may summarize down their learning outcomes as it will help them consider the essence of what they have studied. (McCombes, 2020)
Personal Feelings: Being aware of the summarizing skills and applying them as a student may be very useful as if the student will be summarizing the learnings and essence from a module it will help him to better and easier learn about the subject. For example, on a personal matter, after finishing every online class, I am summarizing by writing down the important aspect that we have previously discussed and this is helping me to keep an evidence of the learnings and have a better understanding about them. (Ellis, 2021)
Evaluation: The main positive aspect of the summarizing process it that enables the student to keep in mind only the relevant information that worth remembering and gives a certain perspective about the subject.  (Akrani, 2010)
Conclusion: In conclusion, the summarizing process will never be a waste of time as it enhances concise understanding about a subject as well as highlighting the most relevant ideas that are able to sustain the main idea. (Bales, 2020)
Action Plan: In the future I will personally use summarizing in a more effective way by eliminating the unnecessary details that make my learning process harder. For this reason, I consider that developing more the summarizing skills will help me to find easier materials to learn for the exams. 
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Experience: public speaking and giving presentations is something that individuals should do at a certain point in time even if it is in school, at University or later at work. Actually, this is considered something normal and everyone should have the proper skills in order to be able to present something or speak in public. However, while giving presentations is the action of speaking in front of a targeted group of people about a certain subject and at the same time to be accompanied by images or videos so the speech is based on them. On the other hand, public speaking is related just to speak in front of an audience and being able to keep them engaged in order to be understood. (Mind Tools, 2019)
Personal Feelings: My personal opinion about public speaking and giving presentations is that they are consisting mostly on the attitude as the person who is speaking should control its body language and adopt a posture that fits the subject and the group of people they are speaking with. Because of this, a hood public speaker and presentation giver should know more than to speak but also to inspire the audience by its gestures and posture.
Evaluation: Learning about the above-mentioned subject is a positive aspect because of the fact that it helps the students manage to be more successful while doing these actions and at the same time, it is a great asset for any employer, to have talented people that are able to give presentations and speak in public. (Ziv, 2022)
Conclusion: All in all, speaking in public and giving presentations may be seen as something hard, but learning about how to handle emotions and have a positive attitude towards the situation may do the things smoother and any person can succeed this if they really want to. (Ziv, 2022)
Action Plan: In the future I will use all the information regarding how to enhance my public speaking and giving presentation methods by using all the tricks discussed in class. First of all, the coping with the nerves will be the major focus as I am an introvert person and I use to feel lost when I am supposed to speak in front of a group of people
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In conclusion, the skills discussed within the Academic and Employability skills module are meant to help us as students to overcome challenges such as being organized, have the ability to summarize in order to learn more effectively as well as being able to get out the  essential from a story. CV writing and the cover letter are crucial for any student and future employee due to the fact that it is a decisive step in acquiring the dream job that influences actually the future.
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