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[bookmark: _Toc39387666]1.0 INTRODUCTION
Throughout this term, few students have been approved to continue their studies determined by how well it went for them in the last term. However, due to the COVID-19 coronavirus worldwide outbreak and lockdown, UWTSD had to unfortunately close its physical doors to the students. Nevertheless, all dedicated members of staff have found a way to remain giving lectures so that students have the chance to complete their studies. Using a VLE System, the class have been permitted to watch and listen to lectures and complete the second term. This report reflects the employability skills we have learnt.
[bookmark: _Toc39387667]2.0 CV WRITING
Most people struggle to usually obtain a job after coming out of school due to not having enough knowledge to fill out a Curriculum Vitae (CV). This is a very important document that prospect employees give to employers which shows your education, skills, experience and much more to impress them enough for them to offer a job to you. Companies like to know about future employees because they are always looking to improve, and new people to the workplace can bring that; which is why a CV introduces you to them to bring new opportunities (Frimpong, Sutton and Zeiber, 2006). There are various reasons to why that this may be and that is because they have either never filled one out before or never needed one. Which is one of the main reasons to why the class greatly appreciated when this specific topic was being given. 

There are very key important aspects learnt in this module that needs to be included within a CV that gage the interest of employers. First important one is education; employers want to see your level of education to be able to determine whether you have the knowledge and understanding of the particular job role that they require. Another aspect that is important is work experience, the majority of employers have a preference towards people who have a lot of experience in a specific area because that was employers can spend less on training for them due to the fact that they know what they are doing. Other side note that managers often do is to try to get to know the person getting interviewed by asking for interests and hobbies; here they will be able to see whether they can gain something out of them in the long run depending on what they put. Other aspects include the design and layout of the entire CV. It is very easy to tell what sort of person you are when they see the design because the more creative design will allow for assumptions that you are into creative jobs. This ended up helping me write and amend my CV to improve job searching. 
[bookmark: _Toc39387668]3.0 COVER LETTER 
Not many people know about this but usually when sending out a CV, a manager tend to appreciate if it comes along with a cover letter. What is a cover letter you may ask? It is a better way to introduce yourself to the employer which in fact shows professionalism (Morgan, 2017). A major and noticeable difference between CVs and Cover Letters is the fact that cover letters are in letter format which is a form of business writing and CVs are written more in bullet point or note form. Think about it like this, it is like a personal statement that you give to universities but instead it is a summarised version of it given to companies. When making our CVs, we noticed that not everything made sense, but when this topic came up, we perceived that the cover letters are able to link different points with together in a much simplistic manner; that we cannot do in a CV. Everyone can write about themselves because most people are self-absorbed, nonetheless people do find it very difficult to sell themselves. So the fact that the lecturer gave us an insight to the STAR method (Situation, Task, Action and Result), this has become extremely useful in so many levels because it assists fellow students to really sell themselves more.
Not only do companies want to hear about you, as great as we may be, it is a job application after all that you are sending. You also need to think thoroughly about what you will bring to the company if you were to work with them. The main idea for companies looking for new people is because they want to see if they can take their business further, so they need someone who can offer a solution to them; if you do not offer anything, the least likely you are to be selected. How would you feel if you were a manager of a company who receives a CV and Cover Letter, reads everything doesn’t get appreciated for taking the time to read it? Therefore, leaving a message of appreciation does have an influence on the employer.


[bookmark: _Toc39387669]4.0 ANALYTICAL & CRITICAL THINKING
This topic area is something that deems very difficult to understand mainly because they are long and complicated words. But little do we know that we do this on a regular basis in our day-to-day lives. Critical Thinking is the process of getting information and breaking it down to more sections to tackle the complex situations in reduced parts. This skill is very useful because you can transfer this into your lifestyle, not only in school life, but even at home or at work. There are many examples to how we do this in our lives: data analysis, budgeting, diagnostics and many more. In one of our lessons, we were asked to prepare 3 things that we have done at home that boosts our analytical thinking. By creating new habits, you are opening your mind to processes and activities your mind was not capable of doing before. You must force teach habits sometimes, and sometimes by teaching yourself in small parts. To learn guitar, you must start with 1 chord, then the next, until you get the hang of it.

Now, critical thinking is a completely different concept to analytical thinking. The word “critical” is to neglect ideas that arise, but critical thinking is to be doubtful of ideas to evaluate best possible outcome (Library.leeds.ac.uk, 2020). Having critical thinking does really help out because, for example, in this report we need resources online or even books, so we have to be critical when deciding what websites we can use because some are useful, and others are not appropriate for university work and could end up being biased in some cases. A great way this may help in our lives is that with anything we do, critical thinking will make us realise and come up with important justifications for the decisions, belief and values that we make. By developing both skills, it would help in any sort of situation that you would come across. Being at school it is great, but for work it becomes the most useful thing you would ever need as after a long time, you would become a necessity to the company.
[bookmark: _Toc39387670]5.0 PUBLIC SPEAKING 
Public Speaking is where you dictate a presentation to a large group audience. There are many things that prevent most students to be fully efficient in public speaking when giving out presentation, and this could be because of the upbringing of a person. Firstly, there are people who are very shy, so when it becomes their turn to talk, they do it with a very low volume voice. There are others that have a nervousness of being on stage, so their body language is more tightened and condensed. Others are just afraid of going up because of a language barrier or a learning difficulty. These are all excuses and a trick of the mind; we are all able to speak publicly if we have the right mindset. For one whole session, we had to prepare a speech to be said in front of the whole class (granted it was an online class) a lot of nerves still come out. We had to prepare our 3 biggest achievements and it went well because some people figuratively got up and did theirs without hesitation. This helps to build confidence.

In some slides that were shown, they also give us a couple of pointers explaining how to improve or better prepare yourself if you ever need to publicly speak in any situation. First one is straight forward and that is to practice and prepare your speech or presentation as many times as you can to get the hang of it (North, 2020). Next, what better way than to do some research and get to know your audience, that way you can grab their attention. Another is to not be boring, have an engaging first 30 seconds because that would hook people in. Using the audience as a guideline also helps because sometimes even a little smile can boost your confidence. Be as down to earth as you can be, attempt some humour, but most importantly, try to also be yourself; personality also creates engagement. If notes are something you would carry like myself, I would make sure that you only look down on then, if you are struggling to remember. There are many more that could help boost your public speaking for work, maybe even attempt as many as you can for the next time you have to do it.
[bookmark: _Toc39387671]6.0 GIVING PRESENTATIONS 
During one of our lessons, we were studying how to successfully show our presentations although I already knew how to make or present one. This sort of skill is useful at work when having meeting with employees and it could even fully assist at schools and university depending on the courses that you are studying. The important thing that I had learnt on that day was that you need to speak in a loud voice but not raise your voice too much as if you are shouting otherwise this would drive the audience’s attention away from what you are attempting to display to them. Overall, this lesson was very useful to me personally, because this will help me improve my skills and present much better for the next time I will be presenting. I have stared that I have done presentations before, but not successfully; now I can go in with confidence and use what I have learnt. 
One way for the presentation to go well is to show confidence even though you may not have any; it is faking it to make it. This way the audience will see that you are not doubting anything you are saying, and you are having the knowledge in the subject area (Birmingham.ac.uk, 2020). Having a creative and eye-catching visual aid to your presentation, may seem unnecessary, but does cause a whole difference in the eyes of the audience. If you create slides with just text on them, the engagement will drop slightly because people do not like to read for a long time especially for presentation, in that case, just create an essay for them to read. Instead of doing this, it is far better if you do your slides in bullet point form and include pictures, that way they would become more interested in what you have to say. Another way to grab their attention is to include them within the presentation using activities or asking them what they know about the subject area.
[bookmark: _Toc39387672]7.0 CONCLUSION
Having these lectures on these specific areas was very beneficial due to it being valuable in our everyday work life. Not a lot of people get the opportunity to learn about these topics early in their lives that help to improve our employability skills. Employability skills is always something that is needed to be learnt before attempting to go out into the work environment because if you do not have them, it will be a struggle and pain to survive long enough without them. Once again, the appreciation to the modules taught were treasured by each one of the students.
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