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[bookmark: _ihdpw7k6vxo][bookmark: _Toc101894481]Introduction
Academic and employability skills generally refer to the skills which develop personalities as per the requirement of academic or employable sectors. In this current report, four topics like time management, organizing the study, using the library and gathering information, and public speaking with presentation are chosen for better understanding. On the other hand,  a reflection model is used to reflect the necessity of the topics in the academic and job sectors. At the same time, a reflective structure will be made to understand the importance of these four chosen topics with the help of the published literature. 

[bookmark: _z5ql4yvpf38][bookmark: _Toc101894482]Time management 
My understanding 
As I have understood, time management is one of the crucial skills among academic and employability skills (Adams and Blair, 2019). It is basically a skill that helps to divide the workload as per the priorities and get it done within the given time limit. Time management generally offers more productivity within the deadline which will ensure a balance while working hard. 
The usefulness of time management
While analyzing time management as a skill, I have understood its usefulness of the skill. The skill is a process that will help to get work done within a time limit. Deadline is one of the most crucial factors in the academic and employment sectors. Finishing within the deadline will ensure more productivity in the workstation. At the same time, procrastination and stress will be decreased significantly (Wajcman, 2019). 
Lessons from session
From the session, I have learned the importance of time management and the process of time management. I have understood that to increase productivity, time management is the key. Before I knew about the definition of time management but from the sessions, I have learned how to apply it in life. The session taught me to note down the list of the works that I need to finish the very next day. Then I am advised to sort them as per the priority. Then I need to finish them taking 5 minutes of break in between (Cirillo, 2018). I liked the process as it has helped me to stop procrastinating. The process is quite easy as I have made a new habit to save time and improve my productivity. 


Lessons outside the session 
Outside the session, I have understood that the sense of time will help me in various fields. It taught me to keep track of the time where I have spent how much time. It will help to understand how much I actually require to finish a task (Wang, 2019). 
[bookmark: _dm6pskgpey4r][bookmark: _l8x6niwrpv81][bookmark: _Toc101894483]
Organizing study 
My understanding 
Organizing study, as per my understanding is nothing but sorting out the lessons. It will help me to understand the importance of the topics and my weaknesses and strengths while covering a chapter. To me, sorting out the lessons as per my requirement will motivate me to put extra effort. 
The usefulness of organizing study
I have understood the usefulness of organizing study while analyzing the importance of the skill. While organizing studies beforehand, will help me to understand my strengths and weaknesses. At the same time, it will reflect on which subject I should put more effort into. It will prepare me beforehand so that later I do not get into any trouble. 
Lessons from session 
Before the sessions, often I was tired of a huge load of studies. The session helped me to organize my studies which helped me to give more effort there. I understood my weaknesses and strengths. According to the understanding, I simply put more effort. The session taught me to keep track of my studies and sort them on a priority and difficult basis. I need to note down the estimated time required to finish the study. I liked the process as it has eased my load and I tend to understand the subjects more. This is a bit difficult for me the first few times. I have to understand my depth of concept while sorting the studies. 
Lessons outside the session 
Outside the sessions, I have learned that I need to organize my studies by setting some alarms. I learned that instead of doing everything together, I can take 2 hours of time, and complete one chapter. This way helped me to focus on sorting the studies. At the same time, I will be able to cover all the subjects equally. I can allocate more time to the subjects where I lack knowledge at the same time. 
[bookmark: _k450f648335e]

[bookmark: _vu5x94wlm5p3][bookmark: _Toc101894484]Using the library and gathering information 
My understanding 
As per my understanding, the use of the library and collection of information is one of the important academic and employment skills. While working, often we need to have some knowledge. The use of the library and collecting information from there will be beneficial to gathering more knowledge about the task.  The library will provide huge sources of knowledge from where I can select information as per my requirements. 
The usefulness of using the library and gathering information
I have understood that it is important to use the library and gather information to have detailed knowledge about the task (Ming et al., 2021). One needs to go through the resources to gather information. Access to the library will help me in the same way to gather knowledge. By getting more knowledge I will improve my techniques in whatever field I am in. Accuracy can be achieved when more information can be gathered. At the same time, it will help to do the work without any hassle (Rafique et al., 2020). 
Lessons from session
Before the session, I had very small knowledge of the topic. The session helped me to understand the importance of knowledge when applied to work. A few strategies were learned during the session which helped me to understand the process and its implementation. The doubts should be noted down beforehand. While going to the library, I have to go through the books and journals to find the answers to my doubts. For betterment, more options are searched for the same context. At the same time, it is important to acknowledge the authors while using the knowledge gained from the library. Gathering knowledge from the library is often useful and provides accuracy in any segment of a career.  At the same time, the process is a bit hectic to find answers while going through all the documents in the library. Though I like it as it is giving me more opportunities to provide correct data (Zhou et al., 2018). 
Lessons outside the session 
Outside the lesson, also, I have understood the importance of the library to gather knowledge. I have learned to get access to the internet. Various sites on the internet provide knowledge on various topics. On the online portal, I can ask people about my doubts and can receive answers in return. There are multiple sources that will help me to find answers. 
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[bookmark: _nbwwswm70pid][bookmark: _Toc101894485]Public speaking and giving a presentation 
My understanding 
As much as I have understood, public speaking and giving a presentation is quite important in both the academic and employment field. It generally refers to the skills which help to present a topic with proper information in front of other people. This will require good communication skills and self-confidence while speaking in front of any audience (Kerr, D et al., 2020. 
The usefulness of public speaking and giving presentation
Public speaking and giving presentations will help to create rapport with the other teammates. As per my knowledge, this will enhance the idea. At the same time, many people will give feedback which will motivate me to do better. It will enhance my knowledge at the same time. Creative thinking will increase (Mata et al., 2021). On the other hand, communication skills will be grown significantly. Self-confidence will boost (Ivanova e al., 2020). 
Lessons from session 
Before joining the session, I was a bit shy. I had problems speaking with others. The session on public speaking and giving a presentation in front of the audience helped me thoroughly to overcome the problem. A few strategies were learned during the session. The session helps to boost self-confidence. At the same time, it is advised that one needs to practice to improve the skills. With colleagues, I can practice my communication skills to do better. At the same time, it is advised to join spoken English classes if there is any trouble. On the other hand, how to make a presentation and how to give a presentation are taught in the session (Back et al., 2020). It will help anyone immensely. It is actually quite an easy and understandable topic. One to one interaction is giving me more understanding of the topic (Takac et al., 2019). 

Lessons outside the session 
Outside the session, I learned that communication and building rapport can help me in this topic. I have to interact with my colleagues on an everyday basis and ask for their feedback. At the same time, I need to build rapport with them and help them while they are helping me (Gallego et al., 2020). This strategy will help me to improve my skill. I also understood that I need to improve my presentation skills and I learned from a few youtube videos. 
[bookmark: _v9if595m1dq6]
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For reflection purposes, I have adopted Gibbs Model. Gibbs reflective cycle is one of the best models to describe an experience while analysing it and proving a proper action plan afterwards (Adeani et al., 2020.).
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Being reflective will also make sure you have a wider range of skills as you find new ways to teach. This will develop your confidence in the classroom as you find the best ways to deliver your knowledge of a subject.



Time management
Description
I had a serious problem with time management. I could not finish my tasks within the provided time limit.
Feelings
This made my progress very slow in the work field and I was feeling very unhappy about it. 
Evaluation
After evaluation, I understood it had a negative impact on my work. It impacts my productivity level in a significant way. 
Analysis
I understood, that procrastination and no knowledge about time planning are the ultimate reason behind my poor time management skills (Keshk et al., 2018.).
Conclusion 
I had to take a session to learn about time management. I needed to implement a few strategies to enhance my productivity and finish my work within the time limit. 
Action plan
The action plan is will note down my work as per my priority. I will note down the time and set an alarm next whenever I am doing the same work. 




Organizing study
Description
I had serious trouble while I had to study. I could not find appropriate materials whenever I started studying. 
Feelings
This made me very unhappy and anxious at the same time. I could not finish my study within a time limit because of the mess.
Evaluation
It had a negative impact on my academic career. I often forgot the lessons because of the mess.  
Analysis
After analyzing I understood I am not organizing them properly. If I organize and divide my time, I will be able to do better. 
Conclusion 
After the analysis and evaluation, I understood I need to organize my study materials and timetable for more productivity. 
Action plan
I will note down where I have to give more emphasis and my strengths and weaknesses should be noted down. I have to make a timetable accordingly. 
Using the library and gathering information
Description
I had a problem finding out accurate information while doing some work. 

Feelings
I feel very bad about it when I could not provide accurate information. I needed to know more information to draw a conclusion (Pradhan, 2019). 
Evaluation
Lack of knowledge is actually having a negative impact on my working capability. Often my works did not include accurate information.
Analysis
While analysing, I understood I was not taking help from the academic literature. I needed to focus on academic literature. 
Conclusion 
I have to find more literature to find accurate information. At the same time, I have to acknowledge the authors as well (Sekarwinahyu et al., 2019, February). 
Action plan
I have to go through a huge amount of data to extract the correct information. I have to go to the library for that purpose. 






[bookmark: _GoBack]Public speaking and giving a presentation 
Description
My communication skills were not that good and I had almost no confidence to speak up in front of people.  
Feelings
I felt very bad about it as it was lowering my confidence level.  


Evaluation
While evaluating, I understood my communication skills need to be improved. I need to intricate with people more (Back et al., 2019).  
Analysis
After a thorough analysis, I understood I need to put more focus on my communication skills and interaction skills with people. 
Conclusion 
I need to fix the problem with more practice and I have to build rapport with people. 
Action plan
I have to practice with my colleagues and I have to go to the spoken English classes. 

[bookmark: _bt7eulc5q4dd][bookmark: _Toc101894487]Conclusion 
This entire report was made to understand the importance of basic academic skills and employable skills. Here, I have penned down my understanding of the four topics like time management, organizing the study, using the library and gathering information, and public speaking with the presentation. On the other hand, I have used Gibbs Model to reflect the importance of the model while applying it to understand the chosen topics. On the other hand, I also added my personal views to enhance my skills to do better in my academic career. The learnings of the sessions are also added to the report for a better understanding.  
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               VERBAL COMMUNICATION ● Enhances communication skills ● Ideas can be shared ● Helps to build rapport with colleagues (Source : Maeder et al., 2021) 
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               DECISION MAKING SKILL ● Helps to make decisions ● Solves problems with effective decisions ● Innovative decisions can change the dimension of work  (Source: Xie et al., 2019)
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               PROGRAMMING SKILLS ● It will help to solve IT problems ● It will increase the work efficiency ● Problems can be solved in a logical way  (Source : Maeder et al., 2021)
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               STATISTICS  ● Helps to arrange data ● Helps to work with the huge amount of data ● Help to draw conclusion from these data  (Source: Xie et al., 2019)
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               WRITTEN COMMUNICATION ● It will help to write any kind of official paper ● Proposals, reports can be written easily ● Will enhance creativity  (Source: Xie et al., 2019)
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               PRIORITIZING WORK  ● It will help to sort out the important works ● It will help to finish the work before the deadlines ● One will get to know the importance of the tasks  (Source : Maeder et al., 2021 )
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               INFORMATION GATHERING  ● Information gathering helps to find accurate information ● Adds value to the work ● It will enhance the quality of the work  (Source : Maeder et al., 2021 )
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                    CONCLUSION  ● Practical skills are important life hacks ● One should learn more about practical skills ● It will develop practical senses (Source : Maeder et al., 2021 )     
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               INTRODUCTION  ● Develops one’s personality ● Enhances existing characteristics . ● Provides some real - life knowledge  (Source : Maeder et al.,  2021 )


