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[bookmark: _Toc79608793]Task 1- Individual presentation 
[bookmark: _Toc79608794]Introduction
The employability skills are called as transferable skills required through the individual for making them ‘employable’. The skills are the thing which they believe should equip staff to carry forward the role to toward perfect ability. On the other hand, the academic skills are the habits and a talent which advantages the academic pursuits include research, learning, presentations and the report writing. These include the communication, analysis, studying, social, planning, technical skills and the test-taking. Considering this, the presentation focuses on the strength and weaknesses of an individual through SWOT analysis, even opportunity and threats of that individual in terms of employability skill. The individual will also use proper tool of time management through which he used to manage time in academics and his current technical operator’s job. According to his technical operator’s job, he has developed the Personal Development Plan for himself to overcome the current weaknesses and threats (Spacey, 2021).     
[bookmark: _Toc79608795]Current opportunity of technical operator job in sectors
This job role should cover the perfect practise for the storage management, the media ingest, media export, support for the creative co-workers in the content finishing along with the quality assessment of the finished content. The trainees should access for the ‘opportunity competence’ after 1 year apprenticeship through multiple-choice exam, practical tests and professional discussion under independent assessors eye. The sector trade body, the UK Screen Alliance has been backed apprenticeship for the job seekers (UK Screen Alliance, 2021).  
[bookmark: _Toc79608796]SWOT analysis of individual
Through this an individual who is currently work as technical operator will determine his internal as well as external factors related to his academic as well as employability skills. 
[bookmark: _Toc79608797]Strengths 
· Technical skills- This is one my major strength. In my current professional field these skills are referred toward specialised knowledge along with the expertise requirement in accomplishing the processes, tasks and the complex actions. I am maintaining the safety procedures, safety rules and the machine parts properly. These technical skills give me confidence to enter into the technical operator field.   
· Communication skill- It is also strength of mine. During the academics I used to communicate with my team members and project managers properly before start any group or individual project. It helped me understand my group members’ viewpoints. I also properly interact in my current profession and try to understand others about what I am thinking or trying to say about the tasks. This helps me to gather confidence for my upcoming technical operator’s job.   
Weaknesses 
· Team work- This is my major weakness. During the time of academics I failed to do proper group work. I have failed to distribute the task among the group members and this delayed the entire tasks. Even in my current professional field I could not effectively do the task with my team members and me always going through poor performance. I think this will negatively effect on my technical operator field. 
· Time management skill- This is also another weakness. From academics to current professional field I have failed to manage my time properly. This made my entire tasks delayed. Due to poor scheduling, no proper plan this hampered me to finish my tasks at timely manner. It creates negative impression in my current professional field and it made me face various issues. 
Opportunities 
· Learning from Online courses- This is a major opportunity for me to increase my knowledge as well as skill. I can take some online classes on time management to improve my current lacking and also helped me to learn various new things which I can implement in my current technical operator’s job. It will help me in my further career. 
· Cooperation skill- This is another opportunity of mine. I can use proper cooperation during project to properly complete any group project within the given time. It will help me to avoid the group work challenges and finish the tasks as per the plan. I should take some initiatives like resolve the group conflict fast and properly clarify the roles as well as set expectations properly. This will improve the team bonding and cooperation will be maintained properly.  
Threats 
· Take time to learn something new- This is a threat for me. In my academics I used to take some extra time to complete my project because of not properly able to learn. I always faced into difficulty in my current professional field due to not learning tasks quickly. So, I think I need some initiatives to take that can help me in technical operator field. 
· Collaboration skill- It is the major threat as this also depend on other person. While I have decided something and discuss something it may not be suitable or fruitful for my project manager or group members. So, poor collaboration can hamper my current profession. In the future improvement I think I need to take some initiative to improve this like taking professional’s help. 
Tools of time management 
I use Scoro tool in professional field as the time management tool. Scoro is the comprehensive software for business management, loved by the consultancies and agencies across the globe. As I have weakness in time management, this tool helps me to track both the billable and actual time along with transfer hours of my technical operation jobs. This tool also helps me to tract the customer’s requirement and solves their technical problems accordingly. So, this tool basically helps me in managing the time automatically. In my technical operator’s job this tool will be helpful for me to the tasks by managing the time effectively. I can do my technical operations efficiently and smoothly from technical operation to team handling. I can do the high priority task first and then do other task by using this tool (Leis, 2021). 
[bookmark: _Toc79608798]PDP
To improve the time management I have to set the SMART objectives for my project management to work it accordingly. Even I have to set the weekly priorities. This will help me to work accordingly and help me to finish entire task within time. It will take 4-5 months to develop this skill (Fellow.app, 2021). 
To improve the team work I have to develop respect and trust among my group members and also clearly outline the responsibilities and roles of each member like who will set plan, who will do technical management, and more. So, that I think everyone can properly complete their tasks without any conflict and within the time. I can also take professional’s help properly to improve the team management skill. I also need to make the interaction the both-way street and also avoid the cringe-worthy group-building exercises. This will take 3-4 months to improve the skill. 
To improve collaboration skills I need to set the proper objectives and goals. Even I have to learn and listen to compromise and have to be open-minded to maintain proper relation with the group members and project manager while doing the technical operations. It will help me to solve any queries and complete operations according to the plan. Even I will take professional’s help to improve this skill. Even I can set clear goals and should be open-minded so that everyone can freely share the view-points. This will take 1-2 months to improve this skill.  
[bookmark: _Toc79608799]Conclusion  
The presentation has concluded about the individual’s internal as well as external factors through SWOT analysis. It is concluded that group work and time management are major weakness of technical operator and collaboration and late learning are major threat of him. Scoro is the time management tool used by technical operator concluded in presentation. 
[bookmark: _Toc79608800]Task 2- Report
[bookmark: _Toc79608801]Introduction 
Purpose of this report is to discuss learning module of self-reflection on various topics like the time management, paraphrasing, reflection and summarising. It will be done with the help of Gibb’s Reflective Cycle. This model’s creator is Graham Gibbs in 1988 for delivering the structure to lean from the proper experiences. This reflective model mainly offers framework to examine the experiences as well as delivered cyclic nature lends specifically well in the continuous experience, allowing individual in learning and planning from things which completed properly or not done properly. The topic discussions will be done within 6 stages like the description, feeling, the evaluation, analysis, the action plan as well as conclusion (The University of Edinburgh, 2021). 
[bookmark: _Toc79608802]Description
As University student, I have to focus on developing my skills of time management. I have also determined my weaknesses are paraphrasing and reflection. I have found it during the academics. Before entering my professional world these have helped to understand my area of weaknesses and require further improvements. The areas supported me in identifying the strengths along with the weaknesses. An entire thing has occurred at the time of University (Self-Reflection, 2021). 
During the academics I have totally focused on the time management and summarising skill improvement because of targeting to enter technical operator’s job. I have also determined my areas of anxiety like paraphrasing as well as reflection. However time management helps me to make my schedule to complete properly but improper paraphrasing led me toward academic misconducts. 
I think the strengths will help me to execute in managing technical operator’s role in upcoming professional field. While taking course in University, I try to identify strengths as well as weaknesses concentration toward solving my weaknesses. 
At the time of course, I was trying to figure out the way in improving weaknesses as well as should take proper notes during class in solve and identify this accordingly. In this case, I should take steps in solving weaknesses like support of professional and many more (Adeani et al., 2020).     
[bookmark: _Toc79608803]Feelings
During course, I have determined reflection and paraphrasing are y weaknesses which will hugely impact on my career. I have got nervous and continuously thinking on solutions that can overcome these weaknesses. Before the course, I was totally unaware about the course as I have not attended this before. So, I have not confident enough in participating this course. However, after this course, I was excited and confident enough to determine solutions and overcome the issues (Li et al., 2020). 
Before the course, I was anxious and felt tensed due to not awaring about the course and my future perspectives. Even during course, I was started to get nervous and felt pressure while determine my weaknesses as completely unaware about the way to solve it. However, after the course I was excited and felt confident enough to take actions to solve my issues. 
I have also determined in joining the online course or also taking the support of the professionals in overcoming the weaknesses. It should support me in avoiding academic misconducts. The course supports me to identify strengths as well as weaknesses. It supported me to understand process to improve upcoming benefits in my technical operator’s career.    
[bookmark: _Toc79608804]Evaluation 
During the course time I was tried to set some plan before entering into the notes of lecturer. Specific scheduling supports me in taking the notes as well as finishes different projects as per the given time. During course I have identified strengths such as summarising and time management. Also weaknesses such as reflection or paraphrasing are determined properly. Even I have determined the solutions that will help me to avoid academic misconduct while doing paraphrasing (Pitts, 2021). In various other examples I have determined that with citing the experts or author’s article from where contents are taken will help to avoid any kind of academic misconduct. So, I have also understood that taking peer reviewed journals; articles from Google Scholar will help me to make proper citation and avoid academic misconducts.  
I have failed in rectifying every weakness by understanding its actual cause. This is due to miscommunication with lecturers during class and I have failed to ask them about this. So, my experience was poor. I have determined that I have failed to use reflective models and first person while doing reflection. My purpose of project shifted toward topics rather my own learning. So it reduces quality of reflection. On the other hand, due to not using the peer-reviewed articles or journals academic misconduct has happened. I have failed to put the citation in proper place which led towards the plagiarism. Taking lines from expert’s article and not putting citation provided academic misconduct. For example, ‘Sun rises in the east’ the same line has taken and put into one’s writing will give academic misconduct. In my case, I have also copied the sentences from websites or articles but not cite these articles or websites. Therefore, it brought the misconduct.   
During the course, time management and summarising are the strengths I have determined, whereas reflection and the paraphrasing are the major weaknesses. Even I have not able to determine proper causes of my weaknesses which also increase the issues. I have failed to interact with the lecturers properly so the reasons of weaknesses are completely not aware (Othman et al., 2020).    
[bookmark: _Toc79608805]Analysis
Before initiating the course, my perspective was to identify actual purpose as it was the complete new course of action to me. While attending the course I have no knowledge on reflection as well as paraphrasing. After knowing these are my weaknesses I immediately decide to take proper actions to improve these areas. Proper action plan is needed to develop by me to solve this issue in the future. 
During course I have also failed to interact with lecturer and failed to make understand them what I actually want to know about my area of weaknesses. Due to not analyse in-depth basis I have failed to find the way to start to improve the weaknesses. Therefore, I have focused on the continuous improvement that will help me to improve my weaknesses properly. To avoid academic misconduct, I have understood to use peer-reviewed articles, journals as well as books that I can use citation after adding context from it. This will create relevancy and reduce the academic misconducts (Li et al., 2020). On the other hand, I have determined to use proper reflective models through which I can reflect my own learning from the topics that I have done in past. This will improve the self-reflective skill. During the course, I have failed to communicate with the lecturers about the causes of my weaknesses so I have to rely on the continuous improvements. It even hampered my upcoming planning and many more. 
From these course sessions I have learnt several new things. Initially I have learnt that I need to improve my weaknesses like reflection and paraphrasing. After that I have also learnt the way to plan and work according the schedule and summarise the topics by using proper keywords. Even to overcome the issues I have learnt that I need to take professional’s help and apply various authentic secondary sources and cite them properly to avoid academic misconducts. 
Before entering the course I have pre-planned and determined to work accordingly. It has helped me to identify my areas of weaknesses and strengths. from the weaknesses I have determined not using proper model to reflect own learning and fail to avoid academic misconducts (Pitts, 2021). After this course, I have identified several skills and also skills of time management such as cooperation skill, critical thinking skill and many more. On the other hand, I have also failed to determine the causes of my weaknesses that led me to focus on continuous improvement policy. I have failed to determine proper learning of circumstances from academic literature. Poor interactions and failed to express the thoughts I need to determine causes of my weaknesses or issues. However, I have learnt that not using proper models to discuss own reflective learning is the main reason to fail to develop self-reflection project. On the other hand, failed to use proper journals and books and not cite them are the main reason of academic misconduct. After the course I have decided to take professional’s help and also use authentic secondary sources to paraphrase and cite them properly to avoid the academic misconduct or plagiarism and create proper self-reflection (Othman et al., 2020). 
At the time of course, my research was done based on various literatures on self-reflection and proper time management. I have analysed 2 major things that support to understand entire situations at the time of the course. I have gathered proper processes to solve the weaknesses issues like reflection or plagiarism. However, the cause was determined of these weaknesses because of not interacting with the lecturer well. So, I have to depend on continuous improvement policy to solve the issues. Groupthink theory is applied by me and it supports to analyse plan with the course learning in the future after University course. I have to focus on continuous improvement by learning my own. This theory highlights me to do some improvements for further communicating well with lecturers. Groupthink theory’s characteristics were known in terms of collective rationalisation where I have decided to become good students by working the planned tasks properly (Adeani et al., 2020).          	   
[bookmark: _Toc79608806]Conclusion 
The above discussions have concluded the self-learning of the individual from the academics. From the academic course the individual has determined time management and summarising are the major strengths whereas reflection and paraphrasing are the major weaknesses. For this I have faced academic misconduct issue and poor reflection development issue. I have different thought processes before, during and after the course which led me to take proper steps to improve my weaknesses in the future. 
However, during lecture with the lecturer I have failed to interact about causes of weaknesses. Due to not using models in reflection and peer-reviewed secondary sources I have faced these issues. 
The cycle of Gibb’s reflection has supported me to determine the weaknesses and strengths. For this reason I have required the further improvements by taking professional’s’ help or using proper academic sources and cite them. Even I have also to use proper journals and theories to improve my self-reflection skill.    
[bookmark: _Toc79608807]Action plan
	Deliverables 
	Actions 
	Timings 

	Communication 
	· To improve my interaction, first I need to take professional’s help and individually discuss to determine area of improvement and work on it.
· The continuous improvement is required.. 
	3-4 months will be needed to complete the task

	Paraphrasing 
	· To improve paraphrasing skill and avoid academic misconduct I have to use ‘https’ linked websites or Google Scholar to use peer-reviewed books, journals.
· I have to use these as references and cite them properly. This will support me in avoiding academic misconduct. 
	2-3 months will be required to finish task.

	Self-reflective skill 
	· To improve the self-reflective skill, I have to determine vital questions and also meditate properly.
· I also need to use proper journal and do the writing exercise to improve self-reflective skill. Even I also have to read and perform the breathing exercises. 
	It will take 1-2 months for me to improve the skill.   



Table 1: Action Plan
(Source: Created by the learner)
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