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In my nature I am always trying to improve education. For me the learning is not only upgrading of information but also it is patience. In this report I will express my knowledge during my attendance in Academic and Employability Skills throughout a 20 Week course in UWTSD. I present all the knowledge I gathered from 4 different  topics throughout Term 1 and Term 2 which I will apply in my future development.
[bookmark: _Toc49439926]Referencing
At the end of every single book there is a list of reference. When I read a book, at the end of it I always looked at the reference sheet where the authors name and the year it was published are written however I never knew the reason of it.  However when I attended the class for Academic and Employability Skills on Term 1 Week 7 our topic was referencing. At the beginning of the session I felt distressful. At the begging of the lesson I thought that it will be pointless to pay any attention but that opinion quickly changed when the lecturer Walsh said that we will need this topic for our assignment. The aim of the lesson was to explain the reason why reference is needed and the use of it. From the lesson I learned that we have to reference avoid plagiarism, because it is a crime by the law and in some countries it could lead to a prison sentence. After I heard this information I was shocked because I did not know that there is such a big restriction. I also learned that to avoid plagiarism there are few methods: summarising, paraphrasing or referencing. 
I became more interested about this topic and the rules of referencing. I learned that I have to write two references: one in the text and the second has to be linked with the reference list. There are also few styles of referencing but in our UWTSD we use the Harvard style. The lecturer Walsh started to explain to us the standards of referencing. This lesson was so confusing for me and I thought that I will never be able to write a proper reference. I did not know that the reference depended on the amount of authors and the type of literature (book, magazine, journal, website…). For every type of source there is a different approach, style and inquiry. 
This topic was new for me and made me feel very insecure and worried. However I learned a lot of new information for example how to copy the URL links and that I have to paste it in the reference list. I also have to write the date I accessed it because the author can update the information in a certain period so there is a chance it can become unavailable. I also have to write down the name of the author or the organisation. It doesn’t matter where the source is taken from, the whole reference has to be laid out alphabetically, with the first name of the author, the surname and first name of the author, surname and explaining where each reference has to be written (Maund etc. p.148-149). 
This topic was very useful and I will apply it in my assignment.
[bookmark: _Toc49438481][bookmark: _Toc49438804][bookmark: _Toc49439927]CV
During my Term 2 Week 2 lesson I had a lecture which was about writing a CV. Before the start of the lesson I had some knowledge about CV’s and the content that has to be in it. When the lecturer Mirza started the lesson he pointed out that it could be really difficult to find a job if you don’t offer a proper CV. “CV is a document which will present who you are, your previous work experience and your skills makes the basic decision for your employer to offer your place in the selection” (P. Morgan 2017 p.339). This session started to become exciting though kind off challenging. Obviously I did not know how to write a stand up CV so this class was the perfect place to learn this. The lecturer Mirza prepared 18 slides to show every single step on how you can create a CV. I knew that the CV has to contain my details, previous work and education. On the other hand I did not know some information such as address, gender and age are optional. When we had a discussion in class I told everybody that you always need to write them but my colleague Monday said that they are optional which very important new information for me was. To motivate us to make our CV more creative the lecturer gave some tips, for example it is very important to make sure that my CV is suitable according to job application. This was really new and very important information for me. 
The lecturer also highlighted that the use of social media is important. For me this information was pointless because I couldn’t understand the relationship between social media and the Cv. I asked the lecturer and he replied that “as more you use social media the more of a sociable person you are, which means that you are more of a team player”. For me the use of social media is ridicules but through the lecturers point I changed my perception.
This lesson made me aware about the importance of writing a CV and I now I am feeling more confident in myself.
[bookmark: _Toc49438482][bookmark: _Toc49438805][bookmark: _Toc49439928]Cover Letter
Cover Letter is an opportunity to introduce yourself briefly to the employer and it provides an introduction of the contents of the CV (P Morgan 2017/1). I tried to do one in my English ESOL course where I met the standards but it was not exceptional. In Term 2 Week 3 of my Moodle of Academic and Employability Skills I had a session about how you can write a Cover Letter. The begging of this lesson I learned what is the difference between a Cover Letter and a CV. The lecturer Mirza pointed out that the Cover Letter is the skeleton and the CV is the muscles. The lecturer asked us to remember that with the Cover Letter we are selling ourselves. After this suggestion I finally understood the meaning of the Cover Letter. Another very important point which the lecturer mentioned is the address of the company you apply for. I asked the lecturer how we could find the address if it is not written in the application? The lecturer said that I can call human resource of the company, I can Google it… This information that I received is very important as it is the first step of sending a letter.   
Moving further with our lesson the lecturer Mirza said that I also have to write what I can do for the company. I asked the lecturer what could be the answer. He said that first thing I have to do is to search information about company and what they expect of me. This explanation made it clearer of what I have to do. This kind of question always made me confused and I was never sure what I have to answer. Now with the help of my lecturer I understood what I have to write in my Cover Letter. 
The last paragraph of the Cover Letter the lecturer named Call for Action. I learned that in the first section I have to write the reason of why I am happy to do the interview and to thank in them for reading my cover letter. 
What made it clearer and helped me to understand this topic is the opportunity to practice to write a Cover Letter in class. The lecturer gave us a few options to choose from which were: Administrator, Sales Assistant, Offence Manager and Recruitment Consultant. According to my personality and preference I choose to write about a Restaurant management. After that I got a chance to read it out to the class and I got positive feedback from the lecturer which made me more confident. The lecturer said that we have to avoid emotion and to write it in really good manner. There are also 5 basic components in a Cover Letter 
I really enjoyed this session and I will apply all of the new information in my future writing of a Cover Letter. Now I feel way more confident than before and I have a clear view of writing each step of the Cover Letter. 
[bookmark: _Toc49438483][bookmark: _Toc49438806][bookmark: _Toc49439929]PowerPoint Presentation
The software PowerPoint Presentation is widely used in the organisation when the leader has to present to the employer as well as the education system. Since I started as a student in UWTSD all of my classes are based on a presentation.
I have some knowledge and about presentations but I have no real experience about it. In Term 2 Week 7 I had an opportunity to attend a class where we discussed about PowerPoint Presentation. I was focused in this conversation as I really wanted to know because I have to write 2 presentations for my assignment. 
The aim of the lesson was on creating and delivering a good presentation. Starting with the lesson the lecturer Mirza said that I have to follow 9 basic points. He also mentioned that when we are presenting we have to be ready for critics. With that said he mentioned that the first thing to do is make a pre talk preparation and I have to prepare some handouts. The next point is that I have to speak clearly and the way I have to deliver my information from my slides. The next step is the body language and to pay attention on the natural gestures. He also said that I have to keep the questions to the end. I did not know why, even some of my colleagues said that that will be rude. The lecturer replied that we have to leave the questions to the end because if we answer some questions can become problematic to finish the presentation till the end. His explanation was important for me because I did not think of that. The following step was about the length of the presentation in which I asked why? He pointed out that it is very important to finish on time so that our audience does not get bored. That is a really good point which I never really thought about. The last point is the conclusion which I had some previous knowledge about although still not perfect. So the lecturer Mirza gave us some tips that on the last slide we can put on some cartoons, animation, team or company’s logo. This tip gave me idea for my future presentation exam. 
This lesson completely changed my perception of the true meaning of PowerPoint unlike the start of the lesson where I thought that the use of a PowerPoint Presentation is to link information with slides. After the lesson I understood that to achieve good presentation you have to follow the protocols. Also I learned that, a presentation is oral delivery of information to achieve some topic (P. Morgan 2017 p.179).This model was very useful for me and I had learned a lot of new stuff like Mahrabien model who was completely new for me. Where 55% belong to the body language, 38% for the voice and the most socking for me was only 7% to words. Definitely the lesson of Power Point presentation was my favorite and helped me a lot.
[bookmark: _Toc49438484][bookmark: _Toc49438807][bookmark: _Toc49439930]Conclusion
The first and second Term of Academic and Employability Skills were very important for my academic growing. This report was a reflection of what I had learned with the help of my lecturers in the topics CV, Cover Letter, PowerPoint and Referencing. 
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Book 
The Complete Guide to referencing and avoid plagiarism by Neville ,Colin Book .English.2ng Published Maidenhead: Open University Press 2010
In text: (Neville and Colin, 2010,)
In reference list Neville and Colin (2010). English 2ng.Published Maidenhead: Open University Press .

Chapter to edit the book :
Cite a chapter by P Baty called collaborative Learning from page 231 to page 248 contained in the following book: Study skills for Dyslexic  students.
Hargreaves, Sandra 
Book. English.
Published Los Angeles ; Calif; London: SAGE 2007
In text(P. Baty,2007 p.231-248) 
In reference list: P. Baty ,Study skills for Dyslexic students; Published Los Angeles; Calif; London :SAGE 2007
Journal articles
Putting the Defendant in in Their Place :Why Do We Still Use the Dock in Criminal Proceeding? Mulcahy ,Linda. British Journal of Criminology volume 53 Issue 6(2013):1139-1156
In text (Mulcahy and Linda,2013)
In referent list:Mulcahy ,Linda (2013),’British Journal of Criminology’,  Why Do We Still Use the Dock in Criminal Proceeding ?, 53 Issue 6(2013):1139-1156

Equity and Efficiency in the Workplace : new Trends in Managing Human Resources. Reid ,Douglas; Strudler ,Robert; Ryner, Sara ;Dyer, Lee, IRL Report  24.2(Spring 1987):35.
In text (Reid, Douglas ,Strudler  ,Robert, Sara ,Dyer and Lee, 1987 )
In referent list: Reid, Douglas ,Strudler  ,Robert, Sara ,Dyer ,Lee, (Spring 1987):35,’ Equity and Efficiency in the Workplace’, new Trends in Managing Human Resources, IRL Report  24.2.
Newspaper articles
Daily Telegraph (London) October 21,2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plan plant. Roland Gribben 
In text( Gibben,2013)
In reference list: Roland Gibben(2013),’ Fears of rising bills as deal is struck for new nuclear plan plant’, Daily Telegraph (London),21 October p.1.

Web pages 
Type the following words into Google: BBC news electronic retinas. Write a reference for article BBC news electronic retinas.
 In text: Google
In referent  list: BBC news electronic retinas,’ BBC news electronic retinas’.
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