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Introduction

This academic study explores the employee skills studied during the past trimester in the Academic and Work Skills module and how I viewed this expertise and how I should use it in my practice as an employee or also in my personal life. 
I consider three of the most relevant and applicable skills in the theoretical part: CV writing, Cover letter writing and Public speaking and giving presentations. They're really important to us all. Throughout my preparation and in great need of my job growth, including in my everyday personal practices, these abilities can be utilized intensively. 
Examining and evaluating these employability skills in this study would help me to develop a better understanding of them and more effectively learn and incorporate them in practice. 
The project seeks to explore three of the eleven abilities we have learned and to be evaluated by our preference process. In this scenario, I prefer evaluating a Driscoll reflective cycle. It is similar to my own definition of research which appears better for me (Driscoll, 1994). 
I'll address questions with each ability type: what? What then? What now? With the answers to these queries, I will show the degree of comprehension of the employability skills and my skills in implementing Driscoll's reflective cycle (Bassot, 2016).

1. [bookmark: _Toc58827452]
CV writing

When it comes to writing a resume, I was often scared or thought I couldn't do a properly personalized CV. Today it is mandatory to have a CV, because all employers want to get a CV to consider my application. It is basically very easy to create a CV, but what is important is to know how to make a good CV, which I have to send as a job application.

1.1. [bookmark: _Toc58827453]Description of CV writing (What?)

Some people have an outdated notion that my resume is a summary of nothing more about my previous history of work and study. After learning at Employability Skills, I must forget this conventional perspective and embrace the ever-evolving new field of resume writing to create an excellent resume that will really give me a job interview for your ideal position (Mcgee, 2002).
My CV is my personal acquaintance with the future employer. Through my marketing and selling my personal brand is a potential addition to the business it should reflect my professional profile as much as possible. It must be individual and tailored to the position you are applying for, and it must be convincing in general, so that the ultimate goal is to convince the interviewer that I am the best candidate to invite for an interview. There are some aspects that every candidate should keep in mind when it comes to getting to the basics of how to compile a resume.

1.2. [bookmark: _Toc58827454]Analysis of CV writing (So what?)

CV is described as a report on a person's work experience, education and credentials while applying for a job. This is a deep concept for something that would eventually make me want to reach out to the employer, so knowing how to write a resume for a job application, I have to accept the idea of ​​writing a good CV to intrigue the hiring manager (Hime, 2013).
When I choose how to prepare a resume for my job search, I can start by developing a strategy that includes their professional experience, professional experience, education, qualities and abilities that I will bring to the role and any additional qualifications that will make me make an eligible candidate.
Then it is important that this knowledge is presented in a descriptive but respectful way that reveals my qualities and my potential for vacancies. In my experience, I have to dedicate myself to writing a resume and process each CV as a person and a new submission, without copying and pasting the same content for any vacancies.


1.3. [bookmark: _Toc58827455]Proposed actions following CV writing (Now what?)


It needs such tactics to build a personal brand, which is actually a resume that can help me make a better job resume.
I have to keep in mind the interests of the future employer, to make an application to show that I am everything they need in their business, so I have to consider what the vacancy will add to my knowledge and achievements. A few basic guidelines I need to remember to follow:
And don't cheat. When preparing a resume, this is one of the main challenges and will not do me a favour to invent abilities, skills or experience that I do not have.
Keywords are especially important for businesses that use candidate tracking software to filter their working applications
In addition to keywords, in order to have a greater effect and create an unforgettable CV, it is important to use strong verbs when explaining my achievements and responsibilities.
Finally, an online resume builder, which helps you conveniently and effectively customize your resume using tips for each segment, is the best tool for creating a winning resume with the best expert advice for all industries and roles.
2. [bookmark: _Toc58827456]Cover letter writing

The cover letter is the main tool for explaining how the specific combination of experience and knowledge meets the basic criteria for job description. This is your opportunity to illustrate the strong link between your experience, experience and skills and the needs of the employer.

2.1. [bookmark: _Toc58827457]Description of Cover letter writing (What?)

As part of a job offer, the cover letter follows the resume. It offers further details on how the skill set is in line with the work, what it can add to the team and why I want the position. Cover letters allow recruiters and executives to gain a deeper understanding of employability (Provenzano, Public Library Association and Vgm Career Books (Firm, 2004).
This is also the level at which the initial thoughts are created in the mind of the employer while checking the cover letter, which makes it an integral part of your presentation. In addition, employers also prefer CVs followed by a cover letter and in certain cases may explicitly order a classification for their opening as a prerequisite.
2.2. [bookmark: _Toc58827458]Analysis of Cover letter writing (So what?)

The cover letter is a one-page document sent to the interviewer or future employer, which contains your contact details, the job I am applying for, and the materials in my CV that are more comprehensive. The cover letters should emphasize my involvement in the work and broaden the strengths and perspectives that make the position more appropriate for me (Provenzano, Public Library Association and Vgm Career Books (Firm, 2004).
I need to specifically combine my skills and previous experience with the skills and job description in the letter to emphasize that I have done my homework and am happy to join the team.
2.3. [bookmark: _Toc58827459]Proposed actions following Cover letter writing (Now what?)

Recruitment managers can receive hundreds of resumes for review during the recruitment phase. A cover letter will also be used with the best applications. I have the task of making my cover letter so that it reflects my special talents, which make me an excellent candidate for the position I am applying for.
The ultimate goal of the cover letter is to prove my individuality as a candidate who can add value to the position; and to show that I am literate, knowledgeable and passionate about it. A well-written cover letter is an opportunity to convince the reader why I have certain basic qualities, which is why it is important to take the time and resources needed to write my cover letter.
Probably the most difficult aspect of the evaluation phase is a proper cover letter. Even if you read only one in two cover letters, there is always a 50 percent chance of being supported. First, I take the eye of the recruitment manager with a good starting paragraph. If I have a special connection with the organization or someone who is hired there, I include it in the first or two sentences and address my letter to someone. Hiring managers are looking for someone to help them overcome problems, so I need to prove that I know what the organization is doing.

3. [bookmark: _Toc58827460]
Public speaking and giving presentations

Giving presentations is a crucial type of business communication. It's the way to meet your clients and investors, educate them about the company's newest innovations, or expose them to a new product or service (Spilsbury, 2017).

3.1. [bookmark: _Toc58827461]Description of Public speaking and giving presentations (What?)

The speaker can not only present the details during a conference, but become the company's face, embodying its qualities and personality. Unfortunately, public speaking is a real obstacle for the staff. 75% of the world's population struggles from a sort of public anxiety. If the staff feel uncertain regarding their speaker abilities, this will adversely influence their morale and slow their professional growth

3.2. [bookmark: _Toc58827462]Analysis of Public speaking and giving presentations (So what?)

A individual sometimes panics before presenting. Breathing picks up during a tense scenario, leaving me unable to regulate my speech. To solve this issue, I want to concentrate solely on my breathing. 
Often speakers fail to change their speaking speed. I'd like to train to solve this dilemma. If I speak too quickly, I fail to take a deep breath in my fear. Healthy facial and body posture habits predispose the audience to speaker. Quite much as a novice, I'm burdened by unreasonable standards. Looking at each of my presentations as a step towards my professional and personal development is really necessary. 
Using these steps helps me develop as an outstanding speaker. In the course of my preparation and work, I will engage in several initiatives that offer the chance to use these skills in effect, catch the audience's interest and address uncomfortable questions. I'd like to read more presentation methods and Power Point slide style tips. I want to study phrases and expressions to formulate my thoughts, present evidence and summarize patterns.
Although good skills can unlock doors, bad ones can lock them. For example, my manager may decide not to promote me after a poorly presented presentation. I may lose a valuable new contract if I fail to contact a potential customer during the sale. Or it could have a bad effect on the current team, when I went through the text while reading it I didn't look it in the eye.

3.3. [bookmark: _Toc58827463]Proposed actions following Public speaking and giving presentations (Now what?)

Public speaking is a question of planning and commitment. And speakers who look totally relaxed during a lecture or public address gained this through practice and rehearsals. Any way I rehearse the performance, I still have doubts, which contributes to a chance of disappointment. To make my presentation effective, I don't have to make rehearsal attempts. Echo my text and actions before I can express it smoothly and peacefully. Learning to stop reading from a paper sheet or electronic file will be nice. Instead of using keyword support sheets. I need to know that not all public appearances are planned. Through suggestions and mini-speeches I will make successful impromptu speeches. It also helps provide a strong, detailed understanding of what is happening in the company and business.

[bookmark: _Toc58827464]
Conclusion

My CV is my personal acquaintance with the future employer. It must be tailored to the position you are applying for and must be convincing in general. The cover letter is the main tool for explaining how the specific combination of experience and knowledge meets the basic criteria for job description. Public speaking and giving presentations is a crucial type of business communication. An online resume builder is the best tool for creating a winning resume with the best expert advice for all industries and roles. The speaker can not only present the details during a conference, but become the company's face, embodying its qualities and personality. The ultimate goal is to convince the interviewer that I am the best candidate to invite for an interview.

[bookmark: _Toc58827465]
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