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1.0 INTRODUCTION

 
Academic and employability skills are very important factors to be obtained  in order to gain employability in the working environment. In 2012 CBI released an employer survey of 542 employers and 81% of them said employability skills are most important factor when recruiting graduates,(access online).
The purpose of the report will be to reflect on the skills to understand and the importance of academic and employability skills in the university and its link to employment. It will also reflect on the skill gaps I have and ways I can improve it. 
I will use GIBBS model of reflection to produce this report, there are five stages in this cycle, description, feelings, evaluation conclusions and action (Gibbs 1988).  
This report will be sectioned by numbers and a subheading, this will consist of  academic skills which are time management and problem solving . Employability skills such as Curriculum vitae and Communication skill, furthermore  skills I need to improve which will give me the best chance of employment and a conclusion at the end.
2.0 ACADEMIC SKILLS
Academic skills,  are very important in the university life, developing on academic skills enables me to have a better career path. The reason why I decided to go back to university is because I know I have skill gaps in my career which needs improving. Two of the skills that  I will be looking at is how to deal with time management and problem solving. The reason why I chose these  skills is because this has a key impact in my career, Academic skills that I gain from university will help me in the career I choose to take. 

2.1 TIME MANAGEMENT 
Time management is the process of planning and organising yourself to use time effectively, therefore time management allows people to plan their time  productively and action the importance and make best use of  it. 
“Being good at time management is fundamental, crucial, important and so on, in lots of different ways. For a student, research has shown that ‘being good’ is more than important”( Morgan, 2017).
I believe I manage my time better now, then how I used to few years ago, attending university and working  at the same time has helped me keep up with my time management. In the beginning I was a little worried as I thought I wouldn’t be able to  juggle between both; however, this wasn’t the case and  now I manged to reschedule, and I am able to do both.
If time isn’t managed properly it can be very stressful, people who don’t have control over time end up completing task last minute which is very stressful and trying to catch up to meet deadlines, this may result in you missing deadlines completely. It was important for me to have good time management skills this term, this enable me to get more done with less stress which meant I could do more without time being wasted and I’m free to do my other assignments as well.
You need to manage time effectively if you`re going to be successful, therefore good time management skills improve our grades ,allows me to be more competitive in the career that I will choose after my study’s. 
I can fix bad time management by being more organised for example, making a to do list, which I can work through daily in its importance of order and set my self-deadline and stick to it. This has helped me meet all my deadlines on time and helped me perform better in my work and lead me to be a better manager in my work place.
2.2 PROBLEM SOLVING 
Problem solving is a process working in details to find solution for the problem, selecting a development  plan to tackle the overall problem. I feel it is good to have this skill which will help me in my academic life and my working environment which has a lot of problems that arise and needs  solving. It can get stressful at work sometimes when I’m trying to deal with a difficult situation it is hard to overcome them specially if you don’t have the time or know how to solve a problem. 
I  can benefit from having good problem-solving skills as we all face problems daily. Some of these problems are more complicated than others. It would be delightful to have the ability to solve problems efficiently and in a timely manner without any difficulties , unfortunately though there is no one way in which all problems can be solved.
[bookmark: _GoBack]Interpersonal relationships fail and businesses  fail because of poor problem-solving skills. This is due to either problems not being recognised or not being dealt with appropriately. Problem solving skills are  highly required by employer, s as many companies rely on their employees to identify and solve problems using their own initiave (Access Online).
When I first started my course, I had difficulties finding time to attend university and do my assignments due to work and other responsibilities. Not to mention being out of education for so long it was difficult to get my head round doing these assignments. However, the purpose of doing this course is for me to broaden my knowledge and prepare myself  to do better at work. I put my negative thoughts aside and started to do my research using text books and online gaining knowledge, attending the classes helped as I got support from my lecturers and fellow students.    

3.0 EMPLOYABILITY SKILLS  
Education and experience may make you eligible to apply for a job but, to be successful , you will need skills that will develop over time. Some will be specific to the job, but the  majority will be soft skills that can be used in any job or employment  sectors. These soft skills are employability skills they are what makes you employable. Employers are willing to teach someone the job specific skills, such as how to operate a certain equipment that’s important to your role. However, they usually want to see that you already have the other soft skills before hiring, because they are much harder to teach and can take up a lot of time (Access Online). 
I was once in a situation at work where a customer was complaining about the service which was provided by my colleague. She was very  unhappy as her order was wrong and my colleagues were unable to resolve the issue, this then got escalated and she wanted to be dealt by the shop manager. I spoke to the customer first I apologised for the inconvenience caused I then rectified the order for her and gave her a compensation as this was not her fault. Customer was happy with the outcome. 
I spoke to my staff and explained to them the importance of customer service and feedback, also training was put in place for all my staff  so if this happens in the future they should give the customer the benefit of the doubt and resolve the problem first hand. 

3.1 CURRICULUM VITAE
A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and skills, you may have the chance of employment offer of work experience or a chance to move forward  in selection process( Morgan 2017).
My CV was very standard and had a lot of  unnecessary information which employers do not require . I didn’t really understand what a CV should look like. After attending university, we had a session where we discussed CV writing and the importance of having a good CV.
 In the beginning I didn’t feel that CV was that much of a big deal as you just put your personal details and experiences,  I feel this was because I didn’t really know how to write a good CV. I’ve been shown by the lecturer and discussed as a team in the class on how to write a good CV which will gain employers attention and make me more employable.
 I have realised having a good CV is very important as it’s the first part of the employment process, the employer doesn’t know anything about you and to draw their attention you must have a very  convincing CV, otherwise you will not be called for an interview. I have now put that in to action I recreated my CV this time taking on broad what we discussed in the university keeping it simple but convincing. I am happy with my updated CV and I am looking forward to applying for jobs. 

3.2 COMMUNICATION SKILLS 
Being able to communicate effectively is perhaps the most important of all the skills. It is what enables us to pass information  to other people, and to understand what is said to us.
Communication is when you interact with people from one place to another., whether it is verbal, via internet or telephone. Developing your communication skills can help in all aspects of your life, from your professional life, to family life and social gatherings . The ability to communicate information accurately and clearly is a vital life skill and something that should not be ignored . Its never too late to work on your communication skills and by doing so, you may  find that you improve your quality of life (Access Online). 
As manager I must make sure my communication skills are very clear, if I don’t communicate clearly to my staff,  they won’t get clear instruction this could result making errors and unhappy customers as well as unhappy staff.
I have member of staff whom was elderly and was set in their own ways, he was not adapting very well to changes, I wanted to get to the bottom of this and find out what was bothering him. I approached  him in a friendly manner; I tried to establish a good rapport with him because I wanted him to feel comfortable with me. I have listened to him, after listening to him I have found out that he was not very good with technology he didn’t know how to operate it.
 I have agreed to give further training myself and help upskill his knowledge, he agreed to that. I believe this was the correct approach in this occasion as I was able to help and get him board. I have learnt that communication is very important  to understand how people feel and  how to resolve issues,  I feel the interaction with him had been beneficial to me in that it helped me to learn how to adapt my communication skill. 
The situation showed me that he was able to respond  when I asked him the question. I have learnt Communication skills  plays a key role in the management and employee relationship if you want to get the best out of them. 

4.0 SKILL GAPS
There will always be a what we call skill gaps at any work place or at university. I have identified my skill gaps, one of the skill gaps I have identified from attending university is presentation skills, it has been bought to my attention that I get very timid and nervous when it comes to speaking in front of large groups of people. This is true as I feel uncomfortable when I am in the centre attention. However, this is one of my personal development plans which I need to work on as this an important skill required in my management role. 

Personal development refers to the action and criteria that a person undertakes so that they can Improve the skills he/she needs. ( Cox & Keady, 1999). Every person has faults. So, you can make a personal development plan and improve your skills, that you’re lacking  both in academic life, family life, career etc.
I can improve this by putting myself forward to do more presentation, I can rehearse my presentation multiple times. I can also change my nervousness  into positive energy, attending other presentations will also help me to understand  the mood of audience which will benefit me. At work I can do more team bonding session by playing team bonding games this will help me bond with my team and give a positive energy also help me with my presentation skills.
5.0 CONCLUSION
A individual should think about their future and career objectives apart from academic skills. They need to invest their time and money in the improvement of employability. (Gosling, 2003). If a student improves their personal skills from the start of the academy life, the student can be successful in both academy and employability.
I have concluded that both academic skills and employability skills are equally important to me to do well in university and at work. Having these skills will help me complete university and improve my personal skills in my work place.
This has helped me  identify my skill gaps, I now have a personal development plan in place. This development plan will help me  upskill myself  and give me more opportunity in employability.
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