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To lead our life properly it is important to enhance academic as well as employability skills. To perform well in our academic life, we need skills. There are employability skills that can make us do our job more accurately with confidence. Many do not get promoted in their jobs because they have a lack of employability skills. For executing daily activities properly, one must have some skills and capabilities. To be a great leader some skills are important to manage the team. As a leader, one must have some communication skills that are needed to run any team properly. This project will mostly cover the academic and employability skills that one should possess while performing the assigned task in a good manner.

[bookmark: _Toc38901524][bookmark: _Toc39320110]Task 1
[bookmark: _Toc38901525][bookmark: _Toc39320111]Using the tools that I have learned in class
Some tools are really important to know which I have been able to learn because of this course. It is not like these tools will only require in my academic life rather these are also much-needed tools in my job life. To manage time and developing plan some tools need to know. Apart from this for business proposal writing and analytical ability, some tools are used. These are described below: -
Personal Development Plan: For personal development plan this tool is used. It can reveal weaknesses, attitudes that can be used as review and evaluating self-strength. To attain my goal gradually this type of development plan plays a vital role. It has several steps. These are as follows: -


· Establish the purpose: At first it is important to establish the purpose of how the job will be performed. As I have discovered that I need to develop some of the skills in technology especially in the computer so it will be considered as my purpose that should be established.
· Identify Development Need: Technical expertise always plays a vital role both in my academic as well as employment purposes.  Having sound knowledge in computers enables me to maintain all-important knowledge storing and also, I can use different sources with the help of a computer to develop my learning experience.
· Look at Development Opportunity: To enhance my skills in computer or technology there are many scopes to learn. Different online courses are available which can be used for development purposes. Apart from this many organizations have computer training that can be availed for short term or long term as per requirement.

· Formulate Action Plan: To develop my skills in the computer I should get enrolled in any computer course so that it can help me to develop my skills in this particular area. At first, I would like to do a short-term course and it might be for three months' duration.
· Undertake Development: In the training center, there are many opportunities to enrich my learning knowledge. Apart from this they also provide some practical work which is helpful for me. Gradually this helps me for enriching my skills.
· Record Outcomes: When each class is done, I try to record the outcomes of my learning. Gradually I find me better than before in computer knowledge. I have also started searching for information online regarding different skills on the computer.
· Review and Evaluate: The training course outline from the learning center is very effective because it is structured in such a way so that everyone can easily learn. Apart from this, they provide better study materials which are helpful and they are also very cooperative. This center helps me a lot to develop my plan to be realistic.

Time Management Tools: To manage time properly time management tools play a vital role. It helps to meet the deadline for submitting any academic project work on time. (Jackson, 2009) Apart from this, all preparation can be taken since the final exam takes place for this tool. These tools are also important for job life because many employees cannot manage the time properly as to why they have to suffer a lot. To manage every task on time tools for time management is very effective. Below are the tools that can be used for managing time in my class: -

· Work from the list and organize by priority: Traditionally lists can be made based on priority for accomplishing the tasks.  To complete all my educational activities on time I set the priority list and I also give the timeline for each task. Here the most important tasks are to be listed at the beginning. This tool of listing can help me to know how many tasks are yet pending and how many tasks have already been finished.

· Using software: There is lots of software that are available online such as Trello, Proof Hub. These are best for time management. Gantt chart and visual works can be done by Proof Hub and I also can manage taking notes and other tasks with the help of this software. In the Gantt chart, I can easily see the tasks and when these will be completed. Trello software is also used for listing the entire task along with the deadline. Collaborating and comments can be made in this software.
With all these tools I try to manage my time and also, I put mark after every task is completed.

Analytical thinking skill: Analytical skills help to solve many problems in different ways. To get a proper solution analytical tools to work well. To reduce complexity and find a way to solve analytical skills is very important. Analytical skills include analysis of data, budget plan, and report, organize, etc. (Indeed, 2020) To find a solution by applying creative ways analytical skills play a vital role. In the case of a job lot of analysis is required and those who follow the tools can perform well.  For the solution of many case studies, the analytical ability is required and tools of it can find many unique ways to reach into a solution. One can develop his skills as a problem solver if he applies the analytical tools.  To enrich my analytical skills below are the ways how I apply those: -
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There are opportunities to learn and practice some brain games from the online platform. If we can practice it regularly then it will help us to develop our analytical thinking skills. We can keep 20 minutes every day to practicing it. If we can focus on learning something new regularly that will be another way to develop our analytical skills. There are many opportunities to join any book club that is available on an online platform. We can find many case studies in books that can help to develop our skills. To be a volunteer in any new project or club can help to learn something new always. In our University I already joined many clubs that help me to develop my skills. I also focus on different online courses as a part of e-learning. It is really helpful for me to develop my analytical skills.
[bookmark: _Toc38901526]Writing cover letter: Business communication is done by a cover letter which is also known as a business letter. A cover letter emphasizes skills and the introduction of employees to the employer while applying for any job. In our class, we have learned how to write a cover letter and there are many options to include while writing this letter. There should a solid introduction about myself, my organizational goals, what was my experience that can add value to the new applied position. In conclusion, it is better to request the employer for allowing participating in the interview. As I am already aware of the cover letter that I have learned from my academy so I can easily apply the techniques while I look for any job. (Glassdoor, 2020)


[bookmark: _Toc39320112]Show an understanding of the world of work by citing relevant articles or advice from recruitment agencies, job centers, etc.
Many recruitment agencies already advised for some employability skills that one employee must hold for survival in the job life. Below are the soft and hard skills suggested by some agencies: -
Soft skills: To enter into the world of work most of the employer expects the employee to have different skills. Soft skills are very important for performing a daily job at the workplace.  To maintain proper communication in the right way soft skills can help any employee. Most of the recruitment agencies advised me that soft skills are mandatory to do well in the organization.  Below are the important soft skills that one employee must hold: -

· Teamwork: To meet the set goals teamwork can always bring the best outcomes. Many recruiting agencies shared that the employer looks for those candidates who are good at maintaining teamwork effectively. In my University life, I attended a football team where lots of teamwork was done that made me know more about teamwork and its importance for getting the desired results from any specific assignment or project. (Teamwork, 2020)

· Motivation: Motivation plays a vital role in encouraging the team. I especially tried my level best to motivate my teammate at the time of losing any match in football. In this way at workplace managers also can motivate the entire employee when they are now performing well. This will surely help them to do better the next time. As a good employee, one must have this type of skill for better performance in the workplace. (MSG, 2020)
· Leadership: Leadership skills are very important for any organization. Not every people have this skill but those who have it surely can do well for any task. I got to know from recruiting agencies that most employers prefer to hire those who have leadership skills. (Mindtools, 2020)

· Presentation: While doing many reports or projects in my academic life I had to do a lot of presentations. These are the skills that are important while doing any work or task for an employer. During any meeting or project employee must have the skills to present in front of other employees.
· Communication: One of the most important soft skills is communication. Without communication skills, no task can be completed in a good manner. This skill can help the employee to develop networking with other colleagues or customers.
Hard skills: At the time of passing our academic life we learn many hard skills such as skills in mathematics, software. These play a vital role when we enter into professional life. In many interviews, the interviewers ask a lot of questions to know about hard skills. According to them, some hard skills are as follows: -
· Foreign Language Knowledge: Many employers seek those candidates who can speak or write in a foreign language. For many MNCs foreign languages add extra benefit as their employee needs to communicate with other countries regarding business.
· Mathematics: Mathematics calculation is really important for our life whether it is personal or professional. At any time, we might need to solve any problem and if we are well at mathematics then we can easily find out the solution. During my off time, I try to engage myself in practicing some mathematical problems solution.
· Degree Certificate: To get a job we need to have an educational certificate or training certificate to relevant job fields. It works as proof that one is skilled enough to perform the job when he will be appointed for it.
· Software Programming: Having skills in Ms. Word, office, PowerPoint, MS excel is very common these days. These are very important to perform any task at the workplace. To do email communication and any project work one must know office packages.  As a student, I have already developed my skills in PowerPoint and Ms. Excel.

The world of work requires some skills and they prefer those candidates most who have employability skills because they can solve any problem more comfortably than others.

[bookmark: _Toc38901527][bookmark: _Toc39320113]Analyze and reflect my academic progress
For performing well all my academic works this course plays a vital role. Though I thought it would be difficult for me to complete all the tasks on time as I did not know much about time management. But this course and module help me a lot to manage everything properly. With this course, I can learn so many skills that are important for academic as well as professional life. How can I solve any particular problem by making any strategy and how I can use tools that can help me to develop my skills are important that I learned from this course? There are also analytical skills that can play a vital role in our personal as well as professional life that I did not aware of before. This course also emphasizes case analysis which can help us to be more skilled. Eventually, this module helps me a lot to learn so many things that I can apply not only in higher education but also can apply in professional life for sure.

[bookmark: _Toc38901528][bookmark: _Toc39320114]Task 02
[bookmark: _Toc38901529][bookmark: _Toc39320115]Illustrate my learning in this module by Reflection model

I have tried to provide a reflection model of myself in association with two models. Below are the models from where I got help to demonstrate my reflection model. (Bassot, 2015)
Gibbs Reflection cycle: Graham Gibbs developed the theory which is known as the Gibbs Reflection Cycle. As per this theory, there should be always a sequence for every task or activity for any event. (THE UNIVERSITY of EDINBURGH, 2020) To follow things in a proper system this theory is required. It helps a lot for judging any action as well as experience which is very important for modifying the negative and positive behaviors.
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 Step 1 Description: I can develop my academic as well as employability skills due to taking this course. I can apply all the skills to get a job in the future.  I was not sound enough in academic skills so I had to face a lot of challenges initially but now I am well expert in this area. There were self-development skills, tools for time management, SWOT analysis which is important for always.  I know how to do a business report as well as a cover letter. As I have taken this course so now, I know why office packages such as Ms. Excel and PowerPoint are important. So, I have also developed my skills with these sections. Due to learning all these, I can do well in my academic life for sure. As a part of employability skills now I am aware of time management. I can do presentations fluently and I have strong communication. All these will surely cooperate with me to compete in my professional career.
I have also engaged myself in many communication clubs, business clubs that will help me to manage anything in teams or solve any problem. I also participated in a football match where I perform the role of captain so I have also developed leadership skills. (OXFORD BROOKES UNIVERSITY, 2020)
Step 2 Feelings: Before enrolling in this course I was not confident enough about my skills and I was frustrated about my skills. After taking this course I have been able to develop a lot of things which are important for academic and professional life. Now I know what are the skills needed to have in academic life and what are the skills needed to have for corporate life. At this moment I know how to communicate with others and how to manage tasks. These skills will surely help me a lot to get a job.
Step 3 Evaluation: After learning so many skills and its implementation now I can evaluate myself.   I have developed so many academic and employability skills which can help me to show more positive attitudes towards any task. Before I was not so much focused on participating in some events but now, I give high priority on these. I was the program coordinator for some events in my university which help me to gather diversified experience.




Step 4 Analysis: When I compare myself with my old experience then surely, I find a lot of changes in me. Before I used to make many mistakes in my academic life, clubs, and also, I had some mistakes while involving myself in the football team. But I have learned something new from every mistake and developed myself with more skills that will surely help to do well in future activities.

Step 5 Conclusion: From the participation of many events and clubs I have to learn a lot. These will help me to create more values in the future. Apart from this, I have so many academic skills as well as employability skills that can help me to apply in the future. Team leadership skills and time management skills are very important which I know very well at this moment.
Step 6 Action plan: I will try to enrich my extra-curricular activities so that I can learn something new.  For enhancing my managerial skills, I will try to get a job soon where I can demonstrate my role of managing others. Apart from this, I will develop my communication skills because I have some weakness in public communication.
Driscoll’s Model of Reflection: 
Driscoll's model of reflection is very popular. Before I have conducted some mistakes and experience was not good at all. Due to this Driscoll Model, I can do the proper evaluation of my experience. (Driscoll, 2000) This model includes three parts. These are: -
This model has three normal questions: -
· What?
· So what?
· Now What?
To evaluate my experience as well as skills that are required for completing my job, I used this model to justify if everything is going good or not.
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· What?
In a business case competition, I was able to participate which was held on my university campus. It was a very competitive business case but with my better knowledge, I was able to be the winner of that event. This was possible because I developed myself and I also figured out my lacking such as I could not speak well in public but now, I have developed myself. All these efforts made me win this event. Many students have great skills in presentation as well as they have good command over speaking.  These also inspired me to focus more on my skill development especially on my academic and also employment skills. Finally, I developed myself and got respect from all the other students as I was one of the winners.
· So what?
Initially, I was so much afraid of this event and I was very nervous thinking about how I would speak in front of the teacher and students. At present, I can remember those events and my performance about the presentation. I know how to do a good presentation without any hesitation. In the first round, I was very nervous and I was not confidently presenting but later I managed to perform better. These were the learning sessions in my life that still I can feel. At times I developed myself against all my fear and weaknesses. So, finally, I was able to win the race.
· Now What?
Initially managing everything for doing better in a competition was a difficult task for me.  There were frustrations, nervousness on my work, and everyone was unhappy about my bad performance. There was a lack of communication skills and I tried my level best in many events but due to skills, I could not perform better. But now I am quite capable to manage any competition and I exactly know how to perform well. Learning from my experience I can implement all positive things to win a similar situation I faced in the past. Before participating in any event or completion now I research requirements and my skills. How I should deliver my presentation is very important now. I get advice from those who are experts in the relevant fields.
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[bookmark: _Toc39320116]Literature review on academic and employability skills

There are many pieces of research where researchers shared that employability and academic skills play a vital role in all aspects. In this project researcher also gave importance to developing those skills. It is highlighted that computer skills, analytical skills, managing time, and team properly are very important. Apart from this, many problems can arise at the workplace or education place so with proper problem-solving capability one can solve them. In this project, it is shared that employability skills are comparatively less than other skills at student age because they have not yet entered into the job life so they do not practice it mostly. But from student life employability skills should be developed otherwise it will be difficult to cope up with the upcoming challenges. As many companies give high priority on both soft and hard skills so all should develop the skills so that they can do well in the job life.
It is strongly recommended that everyone should give focus on developing the skills which can help to do well and perform well. Learning from past bad experience one can easily evaluate all the mistakes did before and after proper analysis, he can improve the skills to overcome all the situations strongly.

[bookmark: _Toc38901531][bookmark: _Toc39320117]The feedback I received on all in-class activities

Our lecturer used many tools such as SWOT analysis, time management tools, etc. These help me to develop my academic skills. Apart from this, I have gained leadership skills, communication skills, team management capability from other engagement like in a club, football team, etc.
To perform well it is important to do the personal strength, weakness, opportunities, and threat analysis which I can easily do by SWOT analysis. If I do not know where my strength and where my weakness then I can never be a successful person in life. So, this handy tool helps me to evaluate myself and develop myself. This is a great tool for self-assessment.
One of the most important learning was the use of time management tools. Before I was not capable to manage everything timely but now, I am well aware of managing it within the time frame. This tool helps to complete the task within the deadline and this will surely help me a lot in the future for sure. 
To set the goal and objective PDP plan helps a lot. Apart from this, I can learn more about the analytical skills that I will use for solving any critical problems. We have been informed about the importance of developing analytical skills. There are stages of analytical ability and if we use it properly then we can reach into the solution more easily.

To demonstrate personal experience and sell oneself cover letter plays a very important role in professional life. There are proper ways to make the cover letter which we have learned from this course. It will help me to present myself properly in the job market. Having all the skills both soft and hard skills I am now confident enough to perform well in my upcoming activities.



[bookmark: _Toc38901532][bookmark: _Toc39320118]Conclusion:

Our academic and professional life is very important. It is very important to learn many things from student life because many academic skills need to be developed at that time. Both soft and hard skills can be learned in student life. Gradually these skills will help them to face all the challenges when they enter into professional life. To perform well employee should have employability skills. The more skills one employee has can perform more at the workplace for sure.
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