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Introduction 
This reflection is about what I have studied this term. This term I have learnt about trust in work place. This refers to a reliance on the character or truth of someone. I have also learnt about the curriculum vital (CV), how to write it and the importance of writing a good CV. This reflection is also about how I have to sell myself on the employer. I know that when a job is advertised, many people apply for it and I have to make sure that I am among those whose curriculum vital are among those ones which are put in a tray rather than a bin. It is also about the skills you have to include in your CV because sometime you see that different jobs need different skills. I learnt about a good selling CVS, also I learnt about the way I have to format my CVs in a way that it doesn’t bore the employer, in sample this one is termed as a red box cv.
Trust 
First of all I am writing on trust in the work place. Trust is a reliance on the character, ability or truth of someone. Trust is useful to an effective team because it does provide a sense of safety. When members are safe they have confluent.
If people luck trust there is less working together, less creativity and also lacking a new idea which leads to less productivity. People just spend time on their own less stress. If there is trust in a team people can easily show knowledge and communicate well.
Ways of building trust
· Lead by example: building trust in a team, have to show the people that I do trust others. Its better showing them what trust is. It is better to treat team members as I would like to be treated. 
· Communication-everyone needs to talk to one another honestly, meaningfully and many ways can be used to accomplish this.
· In meetings I should give each member a chance to talk about themselves on progress and problems being experienced. This helps people knowing each other well.
· Don’t place blame on one person if a group make mistakes I should put the blame on one person. The whole group should be blamed and encourage in the group to think about the mistake in a meaningful way.
· Maintaining and establishing integrity. This is very important as far as organisations are concerned in work places. This means I have to be trusted, keeping the promise no matter how good it could be.
· Treating employees as partners. Opinions, ideas, information should be gathered from employees equally without any discrimination.



CV
Curriculum vitae are a course of some use or a summary of academic and work history. When you are looking for another a job or want to get into employment you need a CV (curriculum vitae). This is a document that clearly states your ability to do a certain job. This document tells the employers who you are about your academic qualification your experience in the job you are applying for, the skills you have and the ones you can develop to make the difference in the company. This document brings you close together the employer and the one seeking the job. 
Good curriculum vitae sell the job seeker. It must have the information the employer is looking for. To same people, people they say it should look like min-skirt brief to capture other people’s attention but much detail the cover the subject matter. The curriculum vitae needs to be brief for the employer to read it thoroughly well and should be written in a way that arranges attention. Long curriculum vitae are not good because the employer might get bored reading it. At least it should be written on A4 papers three to four pages. Very short CVS are also not good. When it comes to writing the curriculum vitae have to make some that the employer gets impressed from the time he/she starts reading it until he finishes. A CV should be carefully and clearly laid out. Each page how to be in a spate page of paper and it should be economical with words. It should have the most important information and leaving little for the informer. I have to be honest and truthfully with the strong points. So when writing a CV I have to make it a ‘red box’ CV which any employer can open with happiness.
When writing my CVS, I have to make sure that it sells me at the employer. Good selling CVS turn negatives into believable positives. BAL selling CVS are unbelievable and not desirable. I have also learnt about ‘fit’. This getting a good fit between the employer and the employee. This means I have to be fit for the job.  
Examples of fit
Knowledge: this relates to the experience and qualification you have.
Skills
A skill is the ability you possess to do a certain job.
Abilities: Being able to do a range of different tasks successfully or being able to be trained in other areas of work.
Attitudes: the behaviour required to interact with the co-workers and charts.
Example of most CV style 
Chronological: used by many people without thinking. Use the training and jobs in order of dates. People use most resent training or jobs first. 
· Functional CVS: emphasises the skills of the person and the achievements mostly need by people who levelled qualification.
· Hybrid CVS: this one is the best to use. It has all ear structure. This one a candidate writes about the skills, knowledge and abilities.
· A good CV has to target the job or career which I am applying for and loving out the relevant skills I have to offer.
· I have also acquired knowledge on how a CV should be laid out. For example I start with:
· My personal details which are the names, address, email names and telephone numbers.
Education and qualification:
· This is whereby I tell the employer about my education level. I should also mention my education level. Should also mention about the subjects and grades.
Work experience:
· Here I try to relate the skills I have with the work I am applying for. I can also include that I provide good services, well organised and good team member.
· Interest and achievements
· I have to mention about interests like travelling, socialising and going to cinema. Achievements I can mention about the leadership role.
· Skills: I have to mention the skills I have relating to job I am applying for.
· Skills I have learnt and improved on
Interpersonal skills:
· This skill helps me a lot to interact with other people. It allows participating fully as a member of a team, be responsible and working effectively with other employees.
Communication skills: 
· This is whereby I communicate well using verbal and non-verbal communication. This is very important because I can speak clearly, calmly and politely to be understood by others. It is also good to smile whole communicating to fellow workers.
Critical thinking:
· This skill is very important as an individual because it helps to solve problems and decision making. To be able to plan and organise means I or as a team a task can easily be done par time. Being creative, innovative and inventive creates new ways of doing things. It also saves money and time.
Leadership:
· As a leader I can influence others towards achieving a goal. As a team player, I can show social skills by respecting the thoughts, opinions and ideas of others. Also having a leadership skill help a lot in being promoted.
Working as a team:
· This is whereby I work as a team to achieve a certain goal. As there is a saying that this heads are better than one, there is a lot of benefit in working as a team and some of them are:
Efficiency
· If a team work well together they finish a lot quickly more than a job done by one person. With this a company benefits a lot because it saves time and money.

Better ideas
· Because a team is made up of diverse members, they apply skills which are different to the same problem meaning they can easily come up with an effective solution.
Builds trust
· Relying on other people builds trust and teamwork creates a stronger relationship with fellow employees. Trusting your team gives a sense of feeling safe, allowing ideas to emerge. A tea, without trust crumbles and might fail to succeed on assigned projects.
Teaches conflict resolution skills
· Sometimes conflicts occur in a team as a member you can sort out the conflict without the management.
Establishment strong relationship
· As a team it helps to communicate more freely and openly. It encourages and motivates each other to work to their strengths and talents. This helps the organisation to be successful.
Boosts productivity
· If you work as a team the work is shared equally among members and given according to each member’s skills and strengths. With more hands together tasks are finished faster and more efficiently, increasing production.
Academic reference
 When I am given an assignment to do either writing an essay, report or doing a research on something, I am expected to get knowledge from different sources for examples books, articles, journals, newspapers and other. This means that I have to show the lecturer the source of information where I got that from after writing my work.
This is also important whenever you are referring to someone’s work in a direct way or in an indirect way.  It helps indicate whose work this is.
Referencing helps in;
· Improving the writing skills
· Showing that I have read widely
· Getting better grades
· Helping someone who works the assignment to know the source of information





When referencing I have to use Harvard way.
For example when referencing book it should follow the order like;
· Author(s)/ Editor/s
· Year of publication
· Title in italics
· Edition
· Place of publication
Electronic book the order is
· Author 
· Year of publication
· Title of e-book collection
· Online
· Available at: URL
· (Accessed date).
Newspaper article order is
· Author 
· Year of publication
· Title of article
· Title of news paper
· Day and month
· Page reference
Report order
· Author organisation 
· Year of publication
· Title of report in italics
· Place of publication
Websites order
· Authors(s)
· Year the website was last updated
· Title of webpage
· Available at: URL
· Accessed date
Journal order
· Author(s) of journal article
· Year of publication(round brackets)
· Title of article
· Title of journal(in italics capitalising the first letter of each word) 
· Issue of information(volume; issue number)
· Page reference

My Future Plans in the next two years:
If everything goes well at the end of this course, meaning if I pass well, I will be able to continue with my education. In the next one to two years, I will be applying for a degree course. I see that this level four is not enough for me. It has been long since ii left school but now I have seen there is much more difference between someone holding a degree and the one who hasn’t. Even when a degree person is being employed the starting salary is higher than the one who hasn’t got a degree. So that’s one of the reasons why I should aim for a higher qualification. Another thing I will be focusing on after my degree is to start a small business. Previously I had no idea at all about opening my own business but the knowledge I have acquired has opened my eyes about self-employment. The skills I have and those I need to improve on will help me a lot. So in the next two years I will be having the capacity to open up a mini-supermarket.
Conclusion:
This term has been fantastic on my side. I have gained much knowledge on trust. Briefly without trust you can’t do anything. I have gained much more skills which are helpful as far as employment is concerned. I also need to improve much on some of the skills for example leadership, creativity and presentation. It has helped me to know how a CV is written, laid out and the way I sell myself to the employer.
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