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[bookmark: _Toc49115833]Introduction
In this report will be analysed four academic and employability skills needed for success in the workplace. As in every workplace, there are traditional skills and specific skills; I will analyse necessary skills such as time management, team working, leadership, and working under pressure. I will utilize analytic tools just as SWOT Analysis. This report aims to prove an understanding of the world of work and how my skills need development or improvement if it is the case.
[bookmark: _Toc49115834]Time management
The Management of the time proposes perceiving how to organize time at work. Unequivocally when a specialist begins to work, by and large, should start with what is more key to do and approach what is less essential. This attitude helps with working quickly and in a brief period, which is essential for administrators. Moreover, when an individual works in an alliance or he is gotten with business, administrators ought to reliably ensure that everything is done as, to support the connection/business make. 
Laborers must have this cutoff since it helps the business' sufficiency, and at the same time, they can make. Consequently, having this limit can motivate them to improve work. 
[image: ]In order to have the decision to improve time, the supervisors, representatives ought to reliably perceive what is essential to do and not unwind around doing things that are not epic; this way, all specialists will improve this propensity. From my point of view, I need to improve time the managers at work since I, by and large, turn around fundamentally nothing and essential things. Subsequently, I ought to see how to do the principal thing that is commonly fundamental and depict my goals and destinations at work, and this will help me with advancing as an administrator. Regardless, it will, in some way, help the benefit of the business, which will help me with making myself.
I had used Covey’s Time Management Matrix to analyse this skill:








[bookmark: _Toc49115835]Team working
Joint effort proposes individuals who host the interests of the get-together on the essential level, endeavoring to benefit the get-together. In any case, energized exertion it is not express to parties. For instance, delegates can see the attestation of joint exertion in a notice gathering, which may less trust in itself to be a get-together. In this specific condition, the joint effort may be hasty co-activity, reasonably sharing for time ranges. A party gets stand-out qualities along with a customary obligation to execution, and it is not just about ricocheting on well together. Joint exertion is essential for social occasions to work sensibly (The Happy Manager, 2020). 
The joint exertion expects an essential development in the affirmation of attempts where a few people are united. In any case, the joint effort can consolidate by the goal 'Where the two power makes,' drawing out how working in the get-together any endeavor can be successfully polished. Similarly, the get-together workers' appraisals help us to perfect our undertaking, giving indications of progress results. Finally, the intrigue and the work will be adored to, the endeavor having more chances to be cheered and seen. Along these lines, by the discussions referenced above, yet moreover by how composed effort is all-around more fun, it will, overall, be said that joint exertion is fundamental while doing a commitment. 
Any gathering should have a pioneer who perceives how to lead the party, make sharp considerations, vitalize the social affair, help them present, get together and help one another, to do the undertakings they have gotten. The get-together does no ought to be made utilizing different workers, better less and shrewdly obliging; The more people are in the gathering, the more immaterial they make in battle. This way, envy can be made between workers. Adornments must accomplish execution for the whole assembling, play out the obligations of an alliance, and not show to partners that they are better, that they can accomplish more than they do. Every accessory must perceive their goofs, not to charge the others. Regardless, in each help, there must be joint exertion, see, and wisdom to complete the work/understanding. 
I think I have this ability to work in a get-together. In my vision, the joint effort requires the ability to guide and help accessories when required. Working in a social event, every partner has the decision to pass on their own decision, since joint exertion is the key. This way, my ability to guide and guide my accessories is a standard one, and I recognize that I can, in some way, be the pioneer of a social gathering.
SWOT Analysis of team working:
	Strengths
● Less work for each part 
● Hight quality creation 
● There are reliably elective plans.
	Weaknesses
● It gets hard to supervise the immense social event
● Lack of driving experience 
● Unequal considerations

	Opportunities
● Improve relationship in the gathering 
● Improve social capacities 
● Gaining new understanding
	Threats
● Some people presumably will not work honorably as a significant part of the gathering 
● Many contemplations can incite contrast 
● The more conflict, the less creation


[bookmark: _Toc49115836]Leadership
Authority addresses the people prepared for bestowing, interfacing, and having the option to sift through and control. Pioneers acknowledge all commitments as the agent for a social occasion. The pioneer is a partner and could scatter the fitting tasks to the people from the specific social affair. Improvement is the nature of engaging a group of individuals to act towards accomplishing a common objective. In a business setting, this can mean organizing specialists and metaphors with a technique to address the affiliation's arguments.
Agents must understand the enormity of affiliation limits. It is noteworthy that the agents have this limit since it will reliably be the critical point in a get-together. To transform into a not too lousy pioneer, delegates around a pioneer must have the choice to appreciate the pioneer, help when required. In this manner, in the workplace, there will reliably be people who will endeavor to make issues, because every delegate needs to have this limit.
In the way to lead a gathering by model, everything must be doubtlessly explained. Nevertheless, pioneers ought to guarantee they have a fair correspondence capacity first. This is one of the most critical inclinations in the workplace; regardless, the delegates could not do their duty fittingly. A business needs to have the best heads to give a kind nature of work, lead the agents by their model, and grow up the business.
In case there is not an average pioneer to show them the best possible conduct as a gathering, the business may miss the mark.
From my perspective, I can lead a social event or relationship since I understand how to talk and what to talk about. Activity is not just about driving a social affair; it is connected to having the choice to address your partners both for good and hard and choosing the right options when required. Regardless, being an organization, it is not that basic as it looks.
SWOT Analysis of my leadership:
	Strengths
· Knowledge and practice of leadership theories
· Adaptability
· Taking ownership
· Focus on the possibilities
· Formed leadership with teammates
· Treat everyone fairly

	Weaknesses
· Lack of "take charge" attitude
· Avoid conflict
· Too sentimentally involved 

	Opportunities
· Further my education
· Gain experience
	Threats
· People with "take charge" attitude
· Conflict handlers
· People with more education




[bookmark: _Toc49115837]Working under pressure
The ability to work under strain incorporates overseeing goals that are consistently outside of your control - these might be resource or time restrictions, the difficulty of the endeavor or the lack of data required to complete the task, or startling changes or issues. Convincing masterminding and time-the load up (to direct or think about alarming issues, for example) can lessen the likelihood of some pressurized conditions occurring, anyway, will not obliterate them.
Changes and unexpected events, issues, or challenges can - and do - often occur, paying little notice to how all around organized or sifted through you are. The ability to respond suitably to weight and stress is along these lines primarily in any calling. How you respond will change from individual to individual; a couple of individuals bloom with it and perform better when under pressure, others may freeze or become deficient. It would be best if you thought about how you act in such conditions, and what steps you can take to improve your ampleness in such conditions is essential.
I am not ordinarily powerful under pressure, yet it is something that I have learned with comprehension. I had numerous tests in school where weight got to me, and I didn't proceed too, as could be normal. After understanding that I expected to improve, I successfully scanned for upsetting conditions in my occupation to indicate progress in these conditions. I've developed a couple of individual strategies. I directly believe strain to be an energizing segment and a test, so when these conditions arise, I approach them with an elevating mindset.
SWOT Analysis of working under pressure skill:
	Strengths
· Adaptability
· Positive attitude
· Great work experience

	Weaknesses
· Lack of emotional control when under pressure
· Accounting responsibility even when not in charge
· Demotivation when something goes wrong 

	Opportunities
· More work on improving this skill
· Taking more regular activities
· Teamwork
	Threats
· More experienced people
· People with more control when working under pressure
· Poor training







[bookmark: _Toc49115838]Conclusion
Educational and employability cutoff points will reliably be a dash of our life's. Those aptitudes help us to develop our selves. Without these cutoff points, we could not guarantee positions. With these aptitudes, we will reliably find opportunities to work in different fields. From my perspective, I have a bit of these aptitudes, since working with people, I have reliably grasped how to perceive what is incredible. From now on, there are a couple of aptitudes that I ought to improve, and I feel that any operator can do this in case he has need and will. These cutoff points will help us with making our dream later on. 
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[bookmark: _Toc48745692]Introduction

Reflective practice has seen to close the gap among practice and theory along these lines, improving the idea of care. This practice is because people fundamentally consider their exercises and experience to acknowledge what they will improve later on. Gibbs's reflective cycle is the most preferred model for reflection since it stimulates deliberate contemplating about a lesson or activity. The model made by Professor Graham Gibbs and is significant in insightful practice. The model compromises of six stages, including depiction, feelings, evaluation, assessment, end, and action plan.
In this report, five academic and employability (Cover Letter, CV creating, Time Management, Communication, Team Working) are analyzed using the aforementioned model. 
[bookmark: _Toc48745693]Cover letter
During this module, I have learned about Cover letters: what they are, their importance, and how to create one. At that time, I did not have good knowledge about what a cover letter is and how important it is. Therefore I felt curious to find more about it and scared at the same time. Most of my classmates knew what this was supposed to be, which made me feel anxious and not as smart as them. As we have learned more and discovered exactly what a cover letter implies, I felt better and more prepared to create one for myself.
In the beginning, I did not feel ready to do one on my own, but I knew that somehow after I get all the knowledge that I need, I will be prepared. The good part is that our teacher has explained to us very detailed and made me understand its importance. When I had to do it, I felt more assured than in the begging. Reflecting on the situation, I have realized that I should not compare myself to others because if you give your interest, you can do a great job even with things that you are not comfortable. Having the teacher explaining everything, assured me how capable I am to do my work. I grew in confidence and knowledge from this experience and realized that it is ok not to know everything.
 Next time when I face a similar situation, I should not compare myself to other people and waiting patiently for the teacher to explain and give examples concerning the subject. Also, I could check beforehand the topic of the lesson and research some necessary information about it.  






[bookmark: _Toc48745694]CV writing
 
The first time I had to write a CV was back in Collage when I was applying for summer jobs. At the time, nobody explained to me what a CV is and how to create one, so I had to search on the internet and use a template from there. I had used that template until I have moved to Spain, and one of the employers took me separately and gave me some advice on how to modify it to reflect all the knowledge and experience that I have.
Before having this discussion with my former employer, I did not care much about the CV I presented to possible employers since I did not know much about it, and I only searched on the internet. The moment I understood that your CV is a reflection of yourself, I started feeling bad for not caring about it all this time, and I asked for more help and advice from my co-workers and employer at the time.
The right side of this story is that I had realised at a relatively young age what a good CV is. Therefore when the teacher taught us in class about, I already had good knowledge of the subject, and it helped me get a better understating of it quickly. The negative side is all the good jobs that I have missed/ been refused because of a poor CV.  
As a lesson, I learned that the internet is not the only source when you want to know more about something; you could use sources such as qualified people, books, journals, etc. Furthermore, when you do something and are not sure if it is the right way, you can always seek advice from different people who know the area. On balance, though, I appreciate that I had a chance to learn about it at a young age as it helped me in the future.
The next time when I will write my CV, I will ask for advice from my teachers/ friends and take it very seriously. 

[bookmark: _Toc48745695]Time management

I have been working as a waitress since I have moved to London. Working different shifts and long hours made me appreciate my time better. The moment I have decided to register for University, I knew that I would have to sacrifice time from my social life and work to attend the classes. As I am a very social person, I was a bit scared that University and work will take all my time, and I will not be capable of meeting with my family and friends. But in my social group, I was not the only one who had to find time between work and school to do other activities, and this had given me a bit of courage. My feelings were mixed since I was not ready to sacrifice my social time, but at the same time, I wanted to take the next step in developing my career and personal growth. 
The first term of University was hard as I felt very stressed with submitting the assessments on time and not being late for work, but I decided to take it to step by step and not rush into things. The positive part is that now I allocate more time for my assessments with a view to better grades and pressure. The not so good part is that I get to see my family and friends only at the weekends, and it feels not enough.
In conclusion, Time Management is an essential skill that I still have to master, but overall, I learned how to appreciate it better. On the next terms, I will plan my assessments better, take fewer shifts at work, and often meet my social group.


[bookmark: _Toc48745696]Communication

Working in a busy environment enlarges my communication skills as I need to be clear, quick, and concise on what I am presenting to customers and talking with team members. One day, during the break time, I spoke with one of my colleagues about a situation where a customer got angry about his service and left without paying the bill to one of our colleagues. Afterward, she went to other team members and started blossoming the story with facts that were not real. The colleague in the situation came to me later on, that week, asking why I had to lie about what happened.
This situation made me feel very angry as I knew what story I have been telling my girl colleague and very disappointed in my other colleague for believing that I would do such a thing. At the same time, I had a clear vision of how a lack of excellent communication can lead to a difficult situation where people may feel offended. In the beginning, I avoided talking with the other girl as I did not want to get involved in other stories, but when I was calmer, I decided to approach the subject and see why she did that. The discussion with her made me realise that my way of expressing the words that I had used, she got a wrong understanding of the situation. 
The good part of this experience is that I am aware of what words to use now and that we cleared up the tension between us. On the wrong side is the lack of communication and understanding between her and me, as my colleague could have asked again to see if she understood the story clearly.
The event has underlined for me that it is so necessary to bestow, appropriately, and capably. I need to consider all perspectives – me, the person that I am talking with, and what I am chatting about. The ability to reflect and learn is weighty, and I hope it will make me a better partner.
[bookmark: _Toc48745697]Team working

For a group assessment, my group (3 others from my course) and I decided to disengage the different subjects between us, so we simply expected to research one segment. We assumed we could essentially assemble the assessment in the day with the presentation, suggesting that we didn't have to design time to sit and make it together. When we plunked down, it was clear the fragments were not in a similar writing style. We consequently expected to change most of the assessment to make it sound like one piece of work. We had given ourselves enough time before the cutoff time to form our topics freely; in any case, we did not have a great deal of time to change if something happened to turn out wrong. Thus, two people from the social group expected to drop their plans on that night, so the task would be done before the deadline.
Before we got together and recognized we, regardless of everything, had a considerable amount of work to do, I was cheery and thought we had been splendid when we isolated the work between us. The moment when we understood we could not present the assignment as was it, I got annoyed. Given that a few people from the group had to drop their plans, I felt remorseful, which genuinely helped me work more vigorously around evening time and complete the work quicker. 
The good part is that the two members decided to drop plans convinced us to work harder. The things that did not work was that we expected we hopped to write similar and re-write took more time. I have experienced working in groups beforehand and realised that I need to work on what I am good at. I think we felt that this approach would save us time while sifting through the sections finally, and accordingly, we did not know about it. It ended up costing us certainly extra time.
Next time I will be working in a group, I will chat with them about their characteristics. It is not hard to do and review in a first meeting and fill in as an ice-breaker if we do not have any connection with each other. Next, if we decide to segregate work, I will request that we plan out the topics and styles we adopt beforehand.
[bookmark: _Toc48745698]Conclusion

In conclusion, I believe that my own experience and knowledge helped me get a better understanding of how to practice some academic skills. Also, my employability skills had developed during the course as I have a better idea of what I need in the employment industry and how to present myself using my skills.
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