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[bookmark: _Toc39056575][bookmark: _Toc39056773]1.Introduction
This academic report reflects my academic and employability skills. I have selected my four subjects: referencing, CV, writing cover letters, presentation skills. I will use "Borton's Reflection Model. In 1970 Terry Borton, an American schoolteacher, published Reach, Touch, and Teach. He developed What, So What, Now What a reflecting sequence of training that also serves as a framework for reflecting practise, "which Borton describes as a fluid process in which no other part can exclude – a" continuous integrated flow, "without beginning or end. (Johndabell, 2018)
· What? - You explain what happened to a mission, event, or experience in this part of the cycle. It will briefly explain what happened, what you and others did. (johndabell, 2018)
· So, What? - It is an event description. This is where you try to understand what happened in the situation you mentioned and take a different view of what you ought to have done. How did events occur as they did? The stage is logical, analytical, and cognitive – the sense of what happened (johndabell, 2018)
· Now What> - These are the suggested activities following an event, experience, lesson, etc. This is the stage you need to consider next steps and the results of your actions. "This offers an organised way to increase awareness of what information is evaluated and what is experienced with new behaviour. (Johndabell, 2018)

[bookmark: _Toc39056774][bookmark: _Toc39056576]2.What?
I learned what is the reference in the first year of my education. References are a major component of academic work. It contextualises your work, shows the full spectrum of your analysis, and understands others' work. Whenever you use someone else's idea, you should refer to it. Whenever you have an idea of someone else's work, like a journal article, textbook or website, I have learnt that you should quote the original author to clarify where this idea was created. Whether you paraphrased, summarised or quoted their work directly, this is the case. This is a key part of good practise in academic writing. (Leeds, 2020)
The second subject I've researched is CV Wrtting. When a potential employer asks to see a resume or curriculum vitae, they ask for one thing – the paper indicates that you are the time to invest.The sales brochure basically identifies the interesting USPs that distinguish you from crowd.: 
1. Your details - Your name, work, telephone and e-mail address are included so that any prospective employer can easily contact you. (monster.co.uk, 2020)
1. Personal Statement - A paragraph that automatically attracts the interest of your reader and makes them know more about you. Be careful not to get over-crammed. Then use your core skills and use them for the work you try to persuade employers to meet their needs.
1. Work Expiriance - List your recent position in the reverse time order first, which includes the name, location, website and job dates for each company that you work for.(monster.co.uk, 2020)
1. Education - Provide your professional and academic qualifications with brief details and qualifications. Add this detail above any previous experience, if you are searching for your first job after you left school. (monster.co.uk, 2020)
1. Skills - Include all IT packages, programmes and foreign language skills you have acquired and state whether you are basic, moderate or advanced. Skills such as communication and project management are easier to do and should be illustrated by examples. (monster.co.uk, 2020)
1. Hoobies and Interestes - These are optional and mostly used at the end of the document to fill in space. The aim is to give the interviewer a more full image and maybe to speak about something more personal. (monster.co.uk, 2020)
1. Referencing - You do not list referees on your curriculum vitae, but please indicate that information is available upon request. If this is your first job, then appointing teachers or mentors is a smart idea. You will certainly have to pick references, but you will also have to make sure that prospective employers can easily access them, when the time comes. (monster.co.uk, 2020)
1. Clear sample layout - Keep your CV up to two A4 columns yet. It will be obvious to all those who review the curriculum vitae to find the knowledge they are looking for and to make sure, on the first sight, that they are not overlooked. (monster.co.uk, 2020)
Check for errors in typography or spelling. Any errors are your responsibility and are one of the first things that employers use to remove the weakest candidates. Even if your role does not require a high level of literacy, spelling errors scream that there is no attention whatsoever to an employee. (monster.co.uk, 2020)

The third topic I learned in term one was why it is important to write a cover letter. One cover letter is a one-page paper addressed to the applicant or potential employer which contains your contact details, your position and more details on the material contained in your curriculum vitae. Cover letters reflect your participation in the profession and increase your expertise and experiences to make you more suitable for your task. The overall purpose of a cover letter is to show your uniqueness as a candidate that can value the position and to show that you are knowledgeable, experiencing and enthusiastic. A well-written cover letter is an opportunity to convince the reader why you have these key qualities, so it is crucial that the time and energy required to make one are dedicated. (michaelpage, 2020)
· Value - What do you have to offer as a specialist and how could you have a positive impact on the organisation if you were offered the role? Provide the main strengths comfortably to draw the reader's attention. This increases the probability of progress through the selection process. (michaelpage, 2020)
· Literate - There is nothing worse than a glaring mistake in spelling in your cover letter. A flaw in your letter not only shows that you do not pay attention to details, but also suggests you do not take the time to proofread. (michaelpage, 2020)
· A unique candidate - The cover letter shows a particular combination of skills and know-how that contribute to the requirements of the description of the role. Provide details that demonstrate a strong relationship between your expertise, experience and expertise and the needs of the employer. (michaelpage, 2020)
· Experianced - Although soft skills and academic skills are essential for an interview, your job description experience must also be demonstrated. Make sure you give examples of applicable expertise in your cover letter which illustrate how important you are in the job and why you are best suited to the position. (michaelpage, 2020)
· Enthusiastc - A tailor-made and compelling cover letter shows that you took time to investigate the company and understand the employer's needs and job needs. It is an opportunity to express your enthusiasm about the role, your enthusiasm for being in the team and showing the value that you add to the business. (michaelpage, 2020)
The last topic that I have studied and I want to talk about is a topic from term two and it is called Presentation Skills. Clear and effective presentation of information is a key skill in getting your message across. Presentation skills are required in nearly every field today, and on occasions most of us are required to give lectures. While some people take that in their footsteps, others find it far more challenging. However, here are some things that every opportunity to present has in common. If you have prepared effectively, you will be presenting better. You need to have your audience and message clear. Never exceed your allotted time.The audience start on your side. (Skillsyouneed, 2020) The set of skills required for effective presentations consists of comfort in public speaking, experience in visual aids, and purposeful verbal practise. Polished presentation skills can make your career path or break it, so you should take the time to practise the different skills. The most difficult component of presentation abilities is the fear and anxiety of speaking before a group of people. Relaxation techniques will help relieve some tension ahead of you. Your voice comprises the most important aspect of public speaking. The voice transmits 75-100 per cent of the information you submit. When a speaker uses a monotonous delivery he will early lose the audience. Use a voice which rises and falls at the message's rhythm. Your physical posture and movements are also part of the presentation skills needed to transmit your message. Stop all sorts of unexpected gestures, approach the crowd confidently, find a relaxed position to raise your hands, and avoid the eyes going across the space and maintain eye contact with parts of the crowd, if necessary. The visual component of presentation skills typically consists of charts, graphs, projected images such as transparencies, and handouts. These should be easily digested by the audience and the important information should be pulled out without much effort. In order to achieve the best possible impact all parts should be considered together to work together. Ideally, you should open with some type of grabber that gets the attention of the audience; a joke, an anecdote that sets the stage for your message, or a statement about the importance of what you're going to talk about. Leave time for questioning at the end of the session and note that most questions relate to promoting the awareness of people rather than challenging your expertise, so you can answer questions carefully (Businesstrainingdirect, 2020)




3.So What?
I began a course 2019/2020 for higher education skills in the workplace at the University of Wales Trinity of Saint David. Academic and employability skills were a new matter for me and I did not know most of the topics, regardless of my work experience. I didn't know how to compose the right cover letter, so several times I applied for a role where I had the expertise, but I didn't get the work, so I was curious why, until I found that my CV so my cover letter were not acceptable. I did not know how to compose a CV properly that took me several times to a dead-end. Reference was something new to me, and I never had to do anything about it before I started this course. While I was watching TV or when I was watching someone make a nice speech, I thought it was really easy to make a presentation until the time we had a class exercise where we had to give a presentation about research over a company, then I realised where presentation skills and strong communication skills are essential to the progress of a successful career. I started to do my evaluations for term one and we had to present five students that we were one group together, I was the group leader and I was well prepared, I lost my words when I walked in front of the whole class and I was stressed out of all the audience watching me and waiting to hear what I was going to say. I realised it was not as easy as it seemed to me. These experiences inspired me to want to learn these skills for myself.

4.Now What?
I have learned to make references and how this improves the quality of my assessment. My practise will improve my referencing, and consistently do so. I establish a bibliographic and page number recording routine whenever I use the source. I have learned how to sort alphabetical references, and always check the reliability of the source I receive the information. I allow myself a lot of time before I submit my work, so I make sure my references are up-to-date and that all the information is correct.
Writing CV, it is essential if you are looking for a new job. While writing my CV, I must mix a blend of my experience and skills. The CV must be simple, write a personal statement it is good to put my achievements and references so the recruiters can have easy access to what my previous experience and knowledge was. I learned that I also must write about my previous education. In the end, I am listing hobbies and personal interests. I am giving it to a friend to proofread before I send it because I always can miss a mistake and second opinion is helpful.
Cover Letter Writing also is a component if someone is searching for a job, I learned during my module that cover letter is very important when you are looking for a new job and you want your employers to be impressed. It needs to be easy to read cover letters and match them to your resume. It must be kept to one page. If I apply for different companies and different roles, I will always have to write a new cover letter depending on the position I apply and depending on what recruiters I want to impress.
I have learned about the presentation skills in the first term I have developed good presentation skills knowledge, but I am continuing to practise and learn. I learnt that showing passion and connection with your audience is very important. The presenter must keep it simple on the core message and be easy to understand by the audience. Smile positive and make eye contact with your audience, as is important. I know when I am presenting that it is very important to use my voice effectively as well as body language. I found the skills presenting hard and I had to practise breathing and relax before I was presenting as I often become anxious, especially as sometimes I can doubt my own English. I can improve on this topic while I am doing home practise and my confidence increases.
5. Conclusion
Academic and employability skills is an important module that teaches one how to be professional in the workplace, university and numerous other avenues in life. These topics I have chosen to write about are topics that previously I did not know how to do before I started my education in University of Wales Trinity Saint David. Since then I am very happy I have improved because it should allow me to achieve my goals. It is not easy, particularly as English is not my first language, but with more practice and patience I will lead me to my final goal to graduate and find a job where I can demonstrate what I have learned.
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