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[bookmark: _Toc27804825]Introduction
Employment is the goal for most of the students. Throughout student life, an individual gets prepared to step into the job market. Acquiring the employment skills only are not sufficient and academic knowledge alone is not sufficient to grab the attention of the employers. The perfect balance between these two bits of knowledge can help an individual to succeed in the job market (Trought, 2017). From this module, I have developed some essential employability skills. I believe this knowledge will greatly help me in the future to be a potential candidate for a job. Moreover, the chance to grab employers’ attention will be higher. Throughout the paper, I will discuss how this module has helped me to develop some crucial skills such as CV writing, presentation skills, etc. Moreover, the importance of these skills will also be discussed throughout the paper.
[bookmark: _Toc27804826]Essential Employability Skills
The skills that can be transferred to be employable are known as employability skills (Hendrawan and Daryanto, 2019). These skills help the employer to identify and select the best ones out the many. The first step of applying for a job is to send the curriculum vitae (CV). It is very important to write an appropriate and attractive CV to catch the employers’ attention and be qualified for the following steps of the job application process. The cover letter answers why the employer should hire an individual. A bold and confident tone needs to be present in the letter to convince the employer. Moreover, ideas, issues, etc. need to be discussed with the subordinates and superiors and sometimes a presentation may take place to do so. The presentation skill is considered as one of the most important skills. Many employability skills are desired by the employers and all of these are equally important to sustain in the competitive job market. Communication, teamwork, problem-solving, critical thinking, technological knowledge, etc. are the crucial skills that any job-seeking individual should have to stand out of the crowd and grab the employers' attention. Employability skills are crucial for anyone and people need to be eager enough to work hard to obtain these skills.
[bookmark: _Toc27804827]CV Writing:
The module has helped me to develop my CV writing as it covered the definition and structure of a CV, the essential characteristics, and some qualities that make a CV more attractive. A curriculum vitae or CV is a document that reflects the summary of the job seeker (Craven, 2016). It includes personal information along with academic qualifications and work experience information. “Curriculum Vitae” is a Latin word and it means “the story of your life.” CVs are typically the first thing that every employer wants from a candidate. It is because an employer wants to be sure they are investing their time and money for the right candidates before going through the selection process. There are some fundamental things that every CV should have and the followings are career objectives, career history (if any), academic qualifications, areas of expertise, and references. CVs are given the highest priority as it the first and possibly the only way to directly communicate with the potential employer. CV works as a representative of the job seeker to the employer. So, it is mandatory to write the CV with absolutely no grammatical errors. It must reflect a positive outlook, the strengths and experiences related to the job, and a demonstration of a future potential employee in the candidate. The presentation of the CV determines the ultimate effectiveness. So, a CV must show quality, clarity, usefulness and most importantly relevancy. Keeping the CV short is an advantage. However, the practice varies from country to country. For instance, in the UK, a CV is typically not more than two pages whereas it is usually a one-page document in the USA (LiveCareer, 2019).Including only the relevant factual information helps to keep the CV short and attractive. Moreover, it is recommended to keep the CV up to date as it gives the latest overview.
[bookmark: _Toc27804828]Cover Letter:
The module taught me the definition of a cover letter, what it should include or not, why it is so important and some recommendations to develop a cover letter in such a way that gives the best impression to the employer. These learnings collectively developed my skills in writing a cover letter. Firstly, it is important to know what a cover letter is. A cover letter refers to a letter of introduction that includes the job seeker's key accomplishments and shows the potentials of the individual for that vacant position. A CV or, a resume is short and precise. It cannot include the details and so the employers cannot distinguish between the two candidates with similar qualifications. The cover letter plays a vital role here as it includes detailed information and shows the employer what the candidate is seeking and why he/she is seeking. It is an opportunity for a candidate to sell himself to the employer and get a competitive advantage over others. Some things determine the quality and uniqueness of a cover letter. Firstly, a cover letter must be specific. It should include only the information and explanation that are relevant to the job. Moreover, it should address someone specific. For instance, writing "To Whom It May Concern" is discouraged as it does not address someone specifically and the reader loses interest from the very beginning. Secondly, some information about the candidate may have a significant positive impact on the candidate's image. It needs to be made sure that the employer is not missing any such information. Thirdly, it is very advantageous if the job seeker can relate himself/herself with the company. For this, thorough research on the company is a must. It is because the core values of the company and the latest information are a must to relate with the company in any manner. Moreover, keeping the cover letter within one page is always a benefit as it enhances the possibility of the employer’s engagement throughout the letter. 
[bookmark: _Toc27804829]Presentation Skills:
It is always advantageous to have good presentation skills both in academic and work life. Presentation skills are abilities that allow an individual to interact with the audiences, transmit a clear message and establish the overall engagement of the audiences (Dolan, 2017). In the module, I have learned how to develop these skills. I also learned why it is so important to have good presentation skills and how to develop these skills. Successful interaction and engagement determine good presentation skills. It is not fixed. The skills vary from person to person and that is why every presentation is unique. Nowadays, the regular job for any posts includes interaction with people and that reflects the importance of presentation skills. Firstly, good presentation skills groom an individual’s personality by boosting his/her confidence. This further contributes to maximizing growth opportunities. When it comes to making deals and acquiring clients, effective transmission o the message is a must. An individual can deliver the message according to the traits of the audiences with good presentation skills.The seminar is a very regular thing in work life. Topics are presented to the superiors almost in every seminar. A good presentation not only helps to deliver the message but also enhances the chances of success and establishes a good impression (Presentation Skills, 2018). Developing a good presentation to a better presentation is not an overnight thing. It needs dedication and effort. Three practices can improve presentation skills. Firstly, it is important to have a clear knowledge about the audiences to shape the speech according to the audiences. Research about the audiences needs to be done before the presentation to deliver the speech most effectively. Secondly, a structured presentation has fewer flaws than an unstructured one. From the introduction to the conclusion, everything needs to be preplanned.  For example, the introduction will cover the contents or, the things that are going to be presented and the conclusion will include the repetition of the main points. Thirdly, a lot of practice before the presentation is recommended. Memorizing does not help as it makes the presentation look mechanical (Cleverism, 2019). Continuous practicing helps to identify the errors and boost up the confidence. 
[bookmark: _Toc27804830]Other Skills:
The competitive and dynamic changing job world requires a lot more than some traditional skills. To fit in the work environment and meet the employer's expectations, several other skills are required. Some of the followings are communication, teamwork, problem-solving, critical thinking, organizing, self-management, etc (Studentingera.com, 2019). I was able to a range of skills from this module. However, two of the skills that I had developed directly from this module are described below.
[bookmark: _Toc27804831]Communication:
Communication skill is considered to be one of the most important skills in today’s world. The organizational culture has changed a lot and a set of strong communication skills are required to cope up with that. When it comes to employment, both verbal and written skill is required to convince the employers (Krizan, 2011). Communication skills can be developed in many ways (Ornellas, Falkner and Edman Stålbrandt, 2019). For verbal communication, proper listening and understanding are necessary. Moreover, the speech should be clear and direct. Effective persuasion and positive negotiation determine the strength of communication. For the written skills, the writing must be done following the audiences. Moreover, the quality of the writing can be improved through reading. In the module, I have developed my communication skills through various tasks. 
[bookmark: _Toc27804832]Team Work:
To build an effective, efficient, and peaceful work environment, teamwork is a must. In some assessment tests, teamwork is judged carefully. From this module, I have learned to work with different types of people and learned how to play an important role in a team. Identifying the strengths and improving the weaknesses of teammates is a key element of teamwork. A good team contributes to effective working relationships and great outcomes (Betta, 2015). Teamwork has significant importance. It allows to deal with different perspectives and to come to an agreement through feedbacks. Teamwork results in improved productivity and efficiency as the workload is shared and helping hands and feedbacks are available to improve the work quality. Moreover, there are great learning opportunities in teamwork as the teammates can learn from each other's mistakes and develop knowledge from different perspectives (Wehbe, 2019). 
[bookmark: _Toc27804833]Conclusion
Academic and employability skills are both necessary. The module has greatly emphasized to develop some crucial skills that are a must in today's competitive world. The practical implementation of these skills starts with the job application and continues for the rest of the job tenure. Only developing these skills will not be of much help if the characteristics are not properly identified and if the importance is not accurately acknowledged. It will not be possible to do so if the development of these skills is not started from an early period. I believe this module has helped me to develop the necessary skills according to the market needs and prepared me well to compete in the job market.


[bookmark: _Toc27804834]References:
Betta, M. (2015). Self and others in team-based learning: Acquiring teamwork skills for business. Journal of Education for Business, 91(2), pp.69-74.
Cleverism. (2019). Presentation Skills. [online] Available at: https://www.cleverism.com/skills-and-tools/presentation-skills/ [Accessed 21 Dec. 2019].
Craven, M. (2016). CV writing – getting it right. Dental Nursing, 12(6), pp.342-343.
Dolan, R. (2017). Effective presentation skills. FEMS Microbiology Letters, 364(24).
Hendrawan, R. and Daryanto, D. (2019). Employability skills: Industry perspective and achievement of the student of employability skills. Journal of Physics: Conference Series, 1402, p.022049.
Krizan, A. (2011). Business communication. Australia: South-Western Cengage Learning.
LiveCareer. (2019). What Is a Cover Letter - And Why Is It Important? | LiveCareer. [online] Available at: https://www.livecareer.com/resources/cover-letters/basics/cover-letter [Accessed 21 Dec. 2019].
Ornellas, A., Falkner, K. and Edman Stålbrandt, E. (2019). Enhancing graduates’ employability skills through authentic learning approaches. Higher Education, Skills and Work-Based Learning, 9(1), pp.107-120.
Presentation Skills. (2018). Nonprofit Communications Report, 16(4), pp.8-8.
Studentingera.com. (2019). Importance of Employability Skills from Employers' Perspective | Studentingera. [online] Available at: http://studentingera.com/blog/importance-of-employability-skills-from-employers-perspective/ [Accessed 21 Dec. 2019].
Trought, F. (2017). Brilliant employability skills. Harlow, England: Pearson.
Wehbe, S. (2019). 5 Important Reasons Why Teamwork Matters - Potential.com. [online] potential. Available at: https://www.potential.com/articles/5-important-reasons-why-teamwork-matters/ [Accessed 21 Dec. 2019]. [image: C:\Users\Asim\Desktop\Eli E1P2.jpg][image: C:\Users\Asim\Desktop\Eli E1P1.jpg][image: C:\Users\Asim\Desktop\ELi E2.jpg]
10 |

image1.jpeg
Anulati Mesaj nou

b Academic and Employability Skills (ACE) - term 2
s BMSW4001
In-class exercise 1: Cover fetter writing

Lecturer's comments: A geac! affeasal, E1i_(ar Lhnns you alielol Liks B
ID ). Aveid buliel paonh ina Lovel (4fhec Lonais Spplsptinte in .
V) _ondd ensinse Pt yon Cover Pa belicl o5 uhy you wmat]ace

Suitatle foc Barila -

lecwrerssignatore: S ST ome ¥/fes .

HIED





image2.jpeg
Anulati Mesaj nou

Trinite Saint Davia Academic and Employability Skills (ACE) ~ term 2
A BMSWa001
In-class exerclse L Cover letter writing

susenename. Eade. Ciucue, . Student1D: AR1B 000

Time allocated: 1 hour. Please return your paper to the lecturer upon completion It will be
returned o you at the next session. You will need to include a scanned copy of this exercise in the
form of an appendlx tagether with you Task 1 (oart of the Assignment for this module).

ex1

Choose of the jobs provided by the lecturer, Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.
trourwamel Eliate. Cincur
1 Any Street, Anytown

N
g manager's name) Accounts, Aasatant™ fiapiziss U @ yanoo.con

{Hiring manager's company name) MLM\@ 0¥H66
[Today's Date] Al NN 200 S

oer_Me. o

o to apak for the m. o _\_Mqt_\ wf\\'\,gggx_g_ce
A years o\d -__communicakion and_customer
onemaion. o wards _qood ks feoc ném

V\y M\Mi:!?\‘m “ospany would. behm

Lecturer’s signature:

ITEN





image3.jpeg
€li

Student presenting:

Mini-presentation Feedback Form

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average,
Topic: o e ’ETTrzjfz"rﬂ B COmMents 5 3
DELIVERY Y. R L Cearty ,ﬁam;a/
The presenter de o/® olo|o
The presenter was knowledgeable about the topic and any related issues [0 @[0 00 Tynd to reael froon four nfer
The presenter maintained my interest during the entire presentation o|wlolog .
er was enthusiastic about the topic [olelolafo e f"""“/‘;7-’ fe
ganised and prepared 0@ 0/0/0 engegeans.
tained [ojo[w[o|o M
ate |olo|= 0|0 Good 5
e for presentation used effectively olelolola
resenter was able to present the material without excessive dependenceonnotes | O | O | & | O | O
ume was appropriate o|&lo|a(o
The presenter spoke clearly [oler[ofalo
The pace of speech was natural [ojolelolo
There was a clear introduction [Flofalola
There was a clear conclusion olelololo
CONTENT ey R
The topic was interesting z olo[o|o
The presentation was concise and informative glololalo
The presentation contained good examples ERERICHEREE]
Content was relevant to the topic glojojolo
vance to the module F{ojofa O
” - = t
|| LECTURER: PLEASE SIGN AND DATE IN
oumuLoeaaLoy i o [ =] o ] o e conacnon
T OF THE PRESENTATION.
POINTS EARNED __
GRADE _ % =

ge os an appendi.

& note the above grade is for general feedback purposes only; you stil need to reflect on this presentation in your written assignment and attach the scan of





