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Introduction
There has been a significant advancement in the field of academics and employability skills development. The students in the current age are not only relying on their academics but also preparing for their roles in their practical fields of employment (Hansen and Hoag, 2018). With the advent of modern technologies and available resources, students tend to learn advanced skills for preparing for their career path and professional growth. Along with the regular academic skills, it has been considered as crucial for the graduating students to develop various essential skills, such as communication skills, team working skills, problem-solving skills, planning and organising skills etc. (Evans and Richardson, 2018). These skills assist the students in observing and evaluating their strengths and shortcomings, and they are able to improve these skills with the help of practice and constantly to work to enhance these skills in order to achieve their career goals and objectives (Becker and Olcott, 2019). 
Academic skills relate to concepts that allow students to improve their career preparation skills. They prepare for secondary and postgraduate education and careers. Each student needs basic academic knowledge to survive in a modern economy and work environment. Academic skills are significant in preparing students for their continuous learning and continuous professional development (CPD). Along with academic skills, employability skills help the students to utilise their academic skills within the work environment setting and development of their career (Mallia, 2017). Employers often use extensive written communication in complex technical reports, letters, memos and suggestions; therefore, adequate tools and skills are required to develop, analyse and evaluate those documents academically. As I need to reflect on my own learning and development of academic employability skills, I will use the famous Gibb’s reflective model, in order to analyse and reflect on my strengths and achievement along with the deep analysis of my weak areas and developing an action plan for significant improvement (Helyer, 2015). 

Discussion
Gibb’s Reflective Model
According to a study of, Jackson, (2015), Reflection is considered as not merely a thoughtful practice, but also a personal learning experience, which provides effective learning from the past experiences and evaluating oneself to improve personally and professionally. Gibbs reflective model provides six vital processes, which are essential for providing the description, feelings, evaluation, analysis, conclusion and an action plan, which helps in analysing the shortcomings as well as making significant efforts for improving from the learning experience during the employment experience (Cambridge-community.org.uk, 2019). This learning not only impacts the professional growth of a person, through their learning from experience from their past practice but also helps them avoid those weak areas to affect them in the future.


Description
During my work experience at the cruise ship along with continuing my postgraduate studies, I have to come across various tasks and assignments in which my academic and employability skills are assessed and monitored. I have regular tasks of making academic and technical reports regarding the customer experience and providing the best services to the tourists and regular travellers at our cruise ship. I have been assigned as the marketing and sales manager and my job description was to monitor the current services being provided to the customers along with making strategies for improving them in order to achieve customer satisfaction. My current job requires management skills, planning and organising skills, team leading skills along with significant communication and academic skills (Divan, et al., 2015). I need to plan and organise various activities to improve the customer experience along with managing my team by designating them specific tasks according to their skills. 
In order to assess and evaluate our progress and development and making further improvements, my regular weekly and bi-monthly tasks include writing technical and academic reports and sending to the higher management for their perusals. In order to write and organise those reports, I needed significant academic skills or critical thinking, summarising, paraphrasing and referencing skills (Lategan and Williams, 2019). I learnt various skills during my work experience along with my postgraduate studies, but further improvement was required as my duty not only included writing the reports but also presenting them to my senior management in written report format along with powerpoint presentation also. Therefore I can recall one of my initial working experience when I was recently graduated and joined the cruise ship, and my presentation skills were not much developed at that time. I was an introvert kind of person, and I had always found myself hesitant to speak in front of large audiences or to perform on stage.  
Although I knew that it is a requirement of my personal and professional growth, I was not sufficiently prepared to present my ideas and evaluations in front of the senior management, and I was unable to deliver an efficient presentation. I took that experience of being unable to deliver an effective presentation; therefore, I decided to work on my presentation skills, along with improving my other academic skills, such as report writing and reference citations. 
Feelings 
As I was completing my postgraduate studies along with my job, I had to work on both of my skills such as academic skills and employability skills. Moreover, as I recall my own experience in which I was lacking in presenting my ideas and evaluations through a powerpoint presentation in front of the senior management, I realised that it is essential to work on my academic skills along with improving my employability skills which included effective communication, team building, planning and organising along with role delegations skills (Mallia, 2017). In academic writing skills, it is crucial to understand the significant difference between report writing and essay writing. Technical report writing or research writing includes critical thinking and research skills along with effective summarising and paraphrasing skills in order to include earlier researches and works of other authors in our reports (Helyer, 2015). 
Effective paraphrasing requires improved grammar skills as without having knowledge of suitable words, vocabulary and grammar, it is considered as difficult to paraphrase and summarise important work which is relevant with your filed of research. Copying without rephrasing is considered as unlawful and bad practices and recognised as plagiarism, which is known as the key factor in assessing the originality and authenticity of the written reports (Haitch, 2016). Along with plagiarism issue, another significant academic requirement is known as the referencing of the work taken by other sources, to be referenced by a number of styles which are approved by the academic authorities, such as Harvard, APA and Chicago styles. Moreover proper and sufficient in-text citations are also part of the good and lawful practices, by giving proper credits to the work taken from authentic resources (Evans and Richardson, 2018). 
Along with writing reports and presentations, my day-to-day tasks included delegating and assigning tasks to my team and evaluating their performance also in order to provide effective customer services at the cruise. Therefore in order to task assigning and ensuring the effective completion of the tasks, I was required to communicate effectively with the team and solve various issues which arise during the tasks. Although it was an intimidating task for me initially to assign duties and getting the job done instead of working completely on my own, I tried to improve my team management and leading skills. I recognised that these learnings would be essential to realise my weak areas, which needed significant improvement and by working on them, I can achieve my goals and objectives of personal development along with achieving professional growth. 
Evaluation
I have evaluated from the learnings of my personal employment and academic experience that I should learn from my experiences and should take these learnings and assessments as key areas for improvement (Tamburro and Harris, 2016). According to various researches and studies, it is observed that applying the theory into practice is the skill which is learnt gradually with experience. Every individual, after being graduated, has to work on various skills and capabilities, and the human resource departments are developed to train the newly appointed individuals about the day-to-day tasks along with organising the responsibilities. Every individual has various strengths and capabilities, which are evaluated once they are assessed by various in-class and on-duty exercises (Marsh and Campion, 2018). 
For evaluating and assessing my academic skills, I took various assessments with my professors to learn effective paraphrasing skills and referencing skills, along with improving my grammar and vocabulary by taking various language courses. These courses helped me a lot in improving my vocabulary and grammar skills; therefore gradually, I learnt to write effective academic reports, which were earlier intimidating for me (Tamburro and Harris, 2016). Moreover, during the courses and postgraduate studies, I participated a lot during presentations and group assignments in order to learn effective speaking and communication skills along with improving my confidence to speak in front of a large audience and senior management. These academic skills proved effective in my personal development and professional growth.
Analysis
I have analysed through evaluating my learning experience that self-assessment tests, along with taking proper guidance from the professors during the postgraduate study, have helped me in improving myself professionally in achieving my career goals. As a team leader, I always plan to assign tasks with the group members to make sure everyone knows their roles and responsibilities and how they can manage to work efficiently (Jackson, 2015). During the report writing and further assignments, I realised the importance of taking various courses for grammar and vocabulary as they have helped me improve in paraphrasing, report writing and reference citations. 
Moreover, active participation during my postgraduate group assignments and presentations have helped me overcome my shyness and helped me improve my confidence level (Helyer, 2015). Therefore I got appreciation and promotion at the end of my second professional year at the cruise. I can analyse what I have achieved this improvement in my grammar, vocabulary, paraphrasing and referencing skills due to the personal planning and sticking to my routine to learn these effective skills which will help me in further growth also. Moreover, along with various assessments and exercises provided by my teachers during my postgraduate studies, I have practised a lot from internet resources, so that I can become proficient in critical thinking and report writing skills.
Conclusion
I have realised the significance of the employability skills along with Academic skills in having a sound career path and growing myself professionally by continuous professional development (CPD) programs. In the current world of information and technology, we cannot ignore the power of having excellent grades, but for being an outstanding candidate for a job, only gaining a degree is not considered as sufficient these days (Mallia, 2017). Therefore it is considered as essential for every graduating student to acquire various effective skills which are required, during the job and for delivering an excellent performance at the workplace. 
Although I have improved myself significantly by taking different courses and participating effectively in group assignments during my postgraduate studies, I realise that I have still difficulty in assigning tasks effectively along with writing efficient and technical reports to the management (Lategan and Williams, 2019). Keeping in view the effectiveness of the continuous professional development, a person should keep learning and gaining knowledge for acquiring all the latest knowledge and in order to keep updated from the ongoing research and development in their respective career fields. 
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. {(announce) e? ,1 &S
The boss ) / SoME ANOU W C T TR in the office. *

2) He doesn't write to me as frequently as | wanted.

fwish _THLS PEASON 70 WENTETOME MOLE OFFEN > NEWRLS

3) We were concerned about her health.

We had some _(3 A TM@HZ; MwTﬂﬂL ﬁmr/iy .

4) You weren't careful, so you made so many mistakes. (had)

if :,;ou HAN SOM & #J_fo\//lgﬂ 1Q U witt NN T Ao so many mistakes. %

5) The council cut funding so we could not provide free parking.

Because of _Somp PROBLEMS We COvLAZ Mol ATRORD A Ch P

6) His proposal was a failure as it was too theoretical. {relied)

His proposal __ M\!A n@T SwecEEAN peeduss j7 wiS T Goo0 M_(,,_c_ﬁL: l\/valL\M)f" 1o
AELEDN

7) It was Mary who stole money. A

He accused _MA yjoﬂ STEPL NG SOME VALWELEL /ﬂ’/‘/@S\ ®

8) He seems well-educated. However, he's not very bright. (although)

-
HE < ptoT JERY gt SURT BLDUCKT SEEMS 70 bE EDUCH Ed

9) Universities place the burden of understanding plagiarism and attribution conventions on
students.

>
The responsibility for _ FHHE A S¢S MeEAl TR 18 oM &, WDEN . &

10) 33% of adolescents who have one baby, have a second baby within two years of the first
baby's birth. (third)

_THE bl PALY STuBy 70 APHR. A7TE wvw_;a@%@&
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In-class exercise 2: Summarising (Oct 2019)
Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page

\/_p< Summarise main ideas from the text in your own wards. Write about 175 words.
@JJB\ : £ Lot o )UZ_\Q#Q_ 'uo\:jm@ éx—r £ he & %
NS S oy RSy Hnot  mulve o Qé_%
cpﬁ{ S oMma\ : :
. Lzbc Hhe. _ Fe )
IS 1 ke ? Qi&a N 14 ‘ :
When | we  0sumn® s e dad met Lweyag
9. —hot yno A e S hed)

iﬁ?(%&yyw %-)&

e
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Student Name: MO Y \})‘(‘:Oﬂrﬂ/)//'//#'l— Student ID/Group: /ioééi / G‘Z{

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. it will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 {part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handie this situation?”
The answer will come to you.
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to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 {part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child siave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.

Choc fATE_AewEyS i AEEN Wﬁﬁﬂl&&l&d&v’c BEUITY Fur
&ESS&/LT, eoM&t/&c_*) &:LCELL&MZM_@LAMSB_
N oo e LA R y 23 1 Ee Rl P
wuen  7ne PegedueTon oF COCOA RON 1 )L@cé’“? Siocked
WAS ASSLBRTEN  WATH CHiLh (i Ave o euin " 'CONSUMFRS,
Mb G/’O JE L/\/ "LCL‘\) 7 A;S_\N— f\ﬁ—f‘s 5

SOMB an:l"téxr LIkE  UNTEN STATE (MPROVE. 4

I-EG-b t»zf—uOb/_AﬂHO( QﬁN Mnﬁ:ﬂ;fa&fe gﬁ@fiﬁmw—ﬂ

A ¢ 17 0 270 AMS To Theues

LiKE AS Teelhs CHOCOLAYE b?@_&‘dﬂﬂ AND  MANUTACTURE D
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