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[bookmark: _Toc57896672]Topic one- Employability Skills
Employability skills refer to the skill sets required to perform the tasks associated with the concerned profession that one is associated with. The skills can be profession specific; however, there are certain skills that are required for every employee, irrespective of the field and position that the employee is associated with. These general skills include communication skills, ability to critically analyse a situation, problem solving skills, team working abilities and the basic knowledge of technology (Bharathi, 2016). Further, there are job specific skills like the knowledge of certain software or the ability to operate a specific machine.
The skills that one needs for the employment opportunities are many. It helps one to reflect them professionally as well as professionally. These are skills of communication skills, teamwork, flexibility, life skills, motivational skills, organisation skills, ability to learn and adapt to new skills, administrative and management skills, the phone etiquettes, customer service relations, client relations and presentational skills. 
All the jobs look for a candidate that has a strong communication skill. An individual with good verbal and nonverbal communication skills are appreciated by the recruiters. The individuals need to have a good communication skill in order to have a proper understanding of the concerns in the organisation and gradually address them. It includes all the intrapersonal as well as interpersonal skills. One needs to be attentive and have an active listening skill in order to address these problems rigorously. Teamwork is another important skill when it comes to employment. Teamwork facilitates unity among the workers and respect for each other’s opinions that are put on the table collectively. Critical thinking enables one to critically analyse one given situation and address the problem with the conclusion they have drawn from their analysis. Critical thinning also enables the problem solving aspect of an individual along with the ability to reason out logically in one situation, it helps in enhancing the creativity skills of the individual making them more capable of the organisation they are working for. The ethics of the workplace are the things that you need to have a proper understanding of. Understanding of the ethics and cultural values of the workplace enables one to work with integrity and dedicatedly for the organisation. Having empathy towards the fellow mates is a great personal skill that one can develop in the workplace. Apart from these, there are other skills such as the computer skills that one can eventually develop. Every individual must have the will to learn and adapt to a particular place and to new technologies. Time management is another aspect that needs to be learnt and implemented. Time management enables one to finish off their assignments before their deadlines. It also enables one to be less stressed about the entire deadline thing. Enthusiasm towards one’s work and being active towards the projects makes one more capable. Management skills are gradually being picked up once the employees start working in a workplace. Maintaining good relations with the clients and customer services enhances the employment skills further.
[bookmark: _5k7p5dnugv92][bookmark: _Toc57896673]Topic two- CV
CV is the first means of communication between the candidate and the employer. The competition within the employment market has enhanced significantly. It is hence necessary to focus on all the aspects associated with connecting with the employer. The CV should be presentable and should have the efficiency to grab the employer’s attention. The employer assesses the candidate based on all the information that is provided within the CV. It is used to present the educational qualifications as well as the skills and experience possessed by the candidate. All this information needs to be presented in a way that makes it easier for the employer to take the final decision on selecting the appropriate candidate for the concerned position (Suleman, 2018). The Kolb’s reflective model has been used as follows to assess by ability to develop a CV.
Concrete experience: I have prepared CV for myself however; I was never satisfied with the way all the information was presented. It was during an interview that I noticed another candidate’s CV. I had the self-realisation that the CV presented by me will never allow me to achieve success in terms of getting the job that I desire to. It enhanced the sense of need of understanding the process of developing a CV and how to make it attractive to gain the recruiter’s attention. The recruiters go through over 50-100 CVs on a regular basis, they have a clear idea about what they are looking for in the candidate. All the important aspects that the candidate desires the employer to focus on should be highlighted and should be presented in a way that will catch the recruiter’s attention.
Reflective observation: It was only after this incident that I realised that I need to work on developing a better CV. I engaged in the process of self-analysis to identify the aspects that I needed to improve to make my CV more presentable. The CV prepared by me was dull and was just all the information presented in a piece of paper. I tried to think from the recruiter’s perspective. A recruiter has to go through so many CVs that they may get frustrated and may miss out on the most important aspects within the CV presented by you. As an efficient candidate, it is necessary to ensure that all the important points associated with the job role that the candidate possesses should be highlighted. Further, the structure followed to develop the CV should segregate all the information in a way that will make it easier for the employers to find.
Abstract conceptualisation: I have to learn the techniques that can be used to develop better CVs. I started my research with the help of the internet. I found a huge number of designs available online that I can use to develop the CV. However, all these designs made the CV look fancy but not formal. I desired to develop a CV that is formal and can be presented to the employer. The employer needs to have a serious impression of the candidate. CV is the primary means of communication between the candidate and the employee, the employee hence need to focus on developing a CV that has all the necessary information and is presented in an attractive way to help the employer take decision on selecting the right candidate.
Active experimentation: I went through a number of CVs online to understand the structure to be followed while developing the CV. Further, I learnt that all the information should start with the last event and hence follow the events that occurred before that. Like for work experience, I need to highlight my present job experience and hence the rest should follow it. All these information should be presented under proper headings that will help the recruiters to find the information that they are looking for. The font of the headings should be bold and should be of size larger than the font size used for other information. It is further important to ensure that all the information that will be included in the CV is true and is presented in a simple language. The recruiter should not face any challenges in terms of interpreting all the information.
[bookmark: _j80e9zo4jfj1][bookmark: _Toc57896674]Topic 3- Cover Letter
In the past I have applied for many positions with not much success. During my studies I learned that a good CV only will not help me to get the desired job. In order to be considered as an appropriate candidate I must include a cover letter too. I learned that the cover letter is a vital part of the application process and there is a specific structure that I must follow when writing one (Final Year, B.D.S., 2018).
First of all, I learned that the cover letter is meant to be a summary of my resume and it should not be longer than one page. I have to include my name and contact details as well as their name and contact details too. The cover letter has to mention the job I am applying for and to explain why I am the best candidate for this position. It has to convince the reader to read my CV as well (Hanna, 2019). Also, I learned that a good cover letter must explain how good I can fit in this company and to show the reader that my skills and experience match the skills and experience needed to do the job. At the end it must finish with request for an interview or a meeting. The Kolb’s reflective model for this aspect has been included as follows:
Concrete experience: Irrespective of developing an attractive CV, I noticed that I was never called for an interview. I felt quite depressed and inefficient at this point in time. However, I figured out that I never added a cover letter with the CV. I sent my CV with a short note that provided my introduction and stating that I am interested for so and so position. However, that did not answer the question of why the recruiters should select me. The recruiters need to know that I am a suitable candidate for the concerned vacant position. Further, I needed to provide them with reasons on why I am better than the other candidates who are available in the market. The objective of sending a cover letter is to provide the recruiter with a brief idea about what are the qualities possessed by the candidate and how these qualities will help them serve the tasks associated with the vacant position.
Reflective observation: I was deeply saddened by the issue and had taken the decision that I need to learn how to write a cover letter. The cover letter will include the details that are related to the job responsibilities. It is an opportunity to communicate with the recruiters directly and convincing them to select you over the other candidates who applied for the concerned position. I did a little research on how to write a cover letter and found a lot of relevant information online. Further, the module guided me on what and how to write the cover letter. I wanted to get my cover letters checked by somebody. My friends in class helped me to identify the areas of improvement and hence it was easier for me to understand the etiquettes to be followed while writing the cover letter.
Abstract conceptualisation: I need to work in an organised way. I need to write down the job roles and responsibilities and hence compare them with my skills and abilities. The comparison will help me to understand my efficiency to perform the tasks associated with the job role. Further, I need to make use of the academic language and formally write down the aspects that make me a perfect match suitable for the concerned vacant position. One has the opportunity to implement innovative ideas to perform these tasks. The objective is to provide the recruiter with logical justifications on why the concerned candidate is a potential candidate for the position. 
[bookmark: _23ofyigojhe3][bookmark: _Toc57896675]Topic four- Models of my learning reflection
The Kolb’s reflective model of evaluate my employability skills have been included as follows:
Concrete experience: During the course there have been events where I had to work together with other team members to produce a presentation collectively. I possess excellent communication skills (both verbal as well as written). I have never experienced an issue working together in a team. I understand the significance of team dynamics and further work effectively towards maintain the aspect of motivation within the team members. However, during one such event, where we had to produce a power point presentation, there was a conflict that occurred due to me. This specific incident has forced me to think about it systematically to identify the area that I need to work on.
Reflective observation: The conflict like situation that occurred during the task was created due to me. We assigned the tasks to the team members and fixed a time limitation for all the parts. However, I couldn’t manage to finish my part within the time limitations. Delay in my submission led to a significant delay in compiling the entire task. This resulted in the team members getting furious at me. Their reaction to the situation was absolutely justified. I would have reacted similarly. However, this was an alarming situation for me as it highlighted the fact that I need to work on my time management skills. Time management is an aspect that contributes towards the efficiency to perform the tasks. It is hence necessary to address this issue at the earliest.
Abstract conceptualisation: I tried to analyse the situation in order to identify the factors that contributed towards the delay. I had divided the task into small parts and had assigned a time limitation of my own. However, I took extra time researching on the topic. This specific incident makes it evident that it is necessary to focus on completing the task before the time of submission. It is important to start early to ensure that there is enough time to deal with any uncertainties that may occur during the course of performing the task. Further, it was clear that even if you possess all the other qualities but if you do not practice the aspect of time management then all the other qualities gets out of focus. I put in extra efforts to ensure that the part of task performed by me maintains high quality. However, as I couldn’t finish it on time so team members within the team were quite offended with me.
Active experimentation: This incident has helped me learn two lessons which are about time management and about team work. While working as a team the performance of every individual within the team impacts the overall performance of the team. It was clear for me that the next tasks that I will perform; I need to start my task early and try to complete it before time to ensure that I have enough time to go through the entire thing and identify the areas that need any further development. In order to ensure that the aspect of time management is considered significantly, I will constantly communicate with the team members to maintain transparency with them. Effective communication can be used to avoid the occurrence of conflicts within team work (Craven, 2016).
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