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[bookmark: _Toc38901523][bookmark: _Toc39230658][bookmark: _Toc39430541]Introduction 
In life it is very much important to have the academic knowledge and the ability to do something which can be explained as skill. Skills are important because by the help of it people achieve different positions in life. In the job life the one which will have more skills will get better opportunities for sure and the life of that person will become different from the one who has less skill. Skills mainly help to make the person able to face different situations and also the ability to handle those in the best way possible which is really important in the work life. In the job life and at workplace knowledge and skills both are really important to make sure that the person will be able to sustainable handle the situation and be able to help the organization to increase their position. In this assignment we will understand the importance of the employability skills that will be helpful for the person in his individual and job life. (FUTURELEARN, 2012)
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[bookmark: _Toc38901525][bookmark: _Toc39230660][bookmark: _Toc39430543]Using the tools that I have learned in class
When a person will be good in his academic life them it is really normal that he will gain some skills too along with the procedure. This will definitely help the individual top get better job opportunities. Some of the tools that is important for an individual to get better opportunities in every spheres of life are given down below- time management tool, personal development plan tool. Analytical tool and business report writing. At the present time I am going to be applying these tools.
 Personal development plan: when a person focuses on himself and tries to increases the personal qualities by developing everything that he has that is called personal development tools. This is really important for every single person because without developing oneself it is impossible to achieve something good and that is the reason people must focus on himself first to see what are the lacking he must fulfill. This plan will help me to understand my weakness, strength, knowledge, attitudes and many more things. This will help me to achieve the goals that I want to fulfill in life. Some steps will be required which are given down below-
· Establish the purpose: I want to say that I have skills in different things but I am really poor a computer work and at the present world computers are doing almost everything and for that I must learn how to do things by computers and also increase my computer skill in the best way possible. 
· Identify development need: computer skill will help me to complete many academic works which will also increase my position in the academic sector and for that this will be beneficial for both of the sectors. This will let me understand better position in everything.
· Look at development opportunity: there are so many options by which it is possible to learn the computer and increase the computer skills and I will choose the most simple and easy one which will be helpful for me. This will take almost 4 months to complete the course which will be diploma basis. 
· Formulate action plan: the course will be of 4 months and within these 4 months I will try to understand everything they will make me learn so that the lacking I have may go away and I become expert in it by practicing it more and more.
· Undertake development: there will be different types of home task and different tasks that will make the teachers understand my current situation and also make me understand that in what position is I. so that the best outcome may come by giving the best effort.
· Record outcomes: I will make sure that I am recording everything that I am learning and everything that will be important in my future. Now I am able to find articles that I want to k now about and also can prepare reports.
· Review and evaluates: the course made me understand the computer in a better way and made me able to understand how this works which made me able to do things that are needed. 
Time management tools: time is the most important thing in everything. Right thing at the right time is the best way of shining in life and to maintain the best life. And for that it is really important to understand the value of time and also the way things can be managed in the best way possible. This is required in every single spheres of life because time is money and time is everything. I am sure that if I maintain the time in the best way possible with the right skill then it is possible to lead a very good life and for that I will apply the time management tool in my life very well. (COACH, 2011)
Work from the list and organize by priority: the best way to maintain the time is to make a list of works that has to be done along with the deadline. This helps to understand that which things are needed to be completed and things that must be done within which time. So that here sib no task remain which will be not solved. This list makes me assure about the tasks and also about the deadline which makes me completed everything within the given time. For example Gantt chart which helps me to understand the amount of time I need to complete a task.  Time management can be done with or really well.
· Using software: technologies makes things easier and software’s are one of them to make things easier in the best way possible there are so many software’s which helps to make sure that the things are handled in the best way possible also saved carefully.
So these are the ways by which I manage my time in the best way possible and complete thing sequentially one after one. I mark on the tasks which are completed to make myself understand things which are not done.
Analytical thinking skill: this skill is the one which helps to sort out problems. In any sector of life there will be so many things that will seem like problem and in such case this analytical thinking skill will help to observe the situation better and will help to find out the best way of sorting out the problem and handling the situation in the best way possible. In the job sector there will be different types of situation when things will go out of control and it will be really difficult to understand what to do and what not to do. In such situation the way of undemanding the situation better is really important to make the best decision. Online courses can help too. New project can help also. (BALANCE, 2013)
For increasing the analytical thinking skill it is important to use the brain more and more. For that there is different min d games which can help In order to increase the brain ability and also different situation will comet that will give the brain better opportunity to understand things better. Case study can also help to understand the case and the way that can be solved. Puzzles can also help to increase the thinking ability of the brain.[image: ]
Writing cover letters: in business the cover letter is really important and it is important to understand the cover letter well because there is difference between business letter and cover letter. This has to be more informative and accurate and also very much formal. There will be three Para where things will be mentioned and all of the Para must be maintained well in the best way possible which has to be very accurate. In my class I have come to know about these things in a good way which will help me to write business letter or cover letter without any problem. (GLASSDOOR, 2011)



[bookmark: _Toc38901526][bookmark: _Toc39230661][bookmark: _Toc39430544]Show an understanding of the world of work by citing relevant articles or advice from recruitment agencies, job centers, etc.
It is really important for an employee to make sure that the person has employability so that the person can become beneficial for the origination and the person can give something to the organization positive by the help of which the organization can become better and can achieve better possible. Business is not that easy and there are so many things that have to be handled in the best way possible. That is why it is important to have employability and skills to handle the whole thing in the best way possible. The skills that are really common that the recruiting sector demands are given down below-
Soft skills: soft skills are really important in the job sector. Internal characteristics are mostly known as soft skill such as good characteristics, balanced emotion and so on. The soft skills that I will be required in order to get a job which are common are given down below- 
· Teamwork: In the job sector it is really important to maintain the teamwork because there will be so many tasks that will have to be handled by the help of team and if the team is not strong then it will become impossible to get a good result for that this has to be handled by good teamwork. I am very good at team bonding as I was the captain in my study sector and also was team leader in different project I know how to handle in the best way possible.
· Motivation: in every sector motivation is a must and in the job sector this is important to make the employees connected to their job in the best way and also their effort get increased by the help of this motivation. I am good at motivating people so I think I will be able to make people motivated in the best way possible.
· Leadership: as an employee this skill is really important because the one who has the ability to lead a group of people most of the important tasks are given to that person and it increases better opportunities also gives a better position of the person in the job sector.
· Presentation: there will be situation when I have to give presentation and for that I am prepared to give presentation in the very best way possible for that in my institution I give good presentation so I don’t have any problem in this.
· Communication: Communication is the very best way of doing everything in the very best way possible. That is why this skill has to be very strong and I have good communication skill and I think in the job sector I will be able to handle things in the very best way possible. (M, n.d.)
Hard skills: when we pass our study life we learn these skills. These are really important but we do learn it by experience.  Some of the common hard skills which are important are given down below-
· Foreign Language Knowledge: in different originations clients are from different countries in such situation foreign language can help and also adds extra focus for that foreign language can make the situation better also provides better opportunities to the person who will have this skill.
· Mathematics: this skill is important for making different mathematical term easier. As I am a student of accounting I will be able to do these things easily won’t be facing and problem.
· Degree Certificate: as I will be graduated from my institution there will be a certificate which I will have to be submitting to my organization and this will let them know about my academic background. 
· Software Programming: the better I will know the software thing the better things will help me and for that I have enriched my skill in this sector that in future in every sector this can help me. Like I am good at Microsoft word, PowerPoint and excel. (CAREER, 2011)


[bookmark: _Toc38901527][bookmark: _Toc39230662][bookmark: _Toc39430545]Analyze and reflect my academic progress
From the very beginning this module made me feel really interesting that is why I have given my full concentration there. I was not a very punctual type person but this module made me understand the importance of time and also helped me to handle things in the very best way possible. This increased my employability and skills in different sectors which I am sure will help me in my future life and in the job life these will be very beneficial for me. All the personal developing plan tools are really important and all of them will help me for sure in every spheres and this will be very important and helpful in my job life too and will help me to get better opportunities for sure. I am pretty much sure that this module is going to be very helpful for my job sector and professional career along with the personal career.
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[bookmark: _Toc38901529][bookmark: _Toc39230664][bookmark: _Toc39430547]Illustrate my learning in this module by Reflection model	
There will be two models in which I will be reflecting my model which are Gibbs model and Driscoll’s model of reflection. 
[image: ]Gibbs Reflection cycle: this theory mainly focuses on the sequence of a task. That means every task has many other thing to do in order to make it complete. And all of those have to be done in a given time for that if the person makes a list of his works to do and which thing he should do after which one then it becomes easier for them to make the task completed soon and within the deadline.  The steps are given down below-
 Step 1 Description: there were so many things related to the employability and academic skills that I have learned from this research. These will help me to find better job opportunities and make myself developed for sure. Before starting this research there were many important things that I didn’t know about or if I did I wasn’t able to do them perfectly. But after the procedure of the research I have gained so many things as knowledge and found out that these are really important for my academic sector and future job life. That is why I concentrate really well and learned so many new things like- swot analysis, Turnitin, excel. Microsoft word, PowerPoint more.
I have also learned how to write cover letter in the most appropriate way, the way of communicating, how different situation can be handled, how to manage situation and handle everything in time and so on. (INSIGHT, 2015)
These skills will definitely help me in my academic and non-academic sector which is job sector or personal life to get a better life for sure.
Step 2 Feelings: I was not that comfortable in front of people and I was not normal that much while talking or explaining someone something, this was very bad and I really didn’t like this at all. But when I started to continue my research I have found myself in a better position by upgrading myself and I was more confident than before and now I don’t feel shy or confused while talking to someone else. This is an important factor because communicating is really required and given high amount of priority to everywhere so I developed myself by the help of this research and now I can be more confident while taking and explaining different things to people and don’t even feel shy at all also have become very confident.
Step 3 Evaluations: there are so many things that a person has in him or her. Things that will help academically and non-academically are - leadership skill, managing skill, attitude, presenting skill, personality and so on. These are important to every human being for leading a good life. In order to increase these skill I have participated in different competition, teamwork’s, games, programs so that I can understand that in which thing I am good at and also the things that I will have to increase my skill.
Step 4 Analysis: here I will take time to understand that where are I and the things that I have found by analyzing everything. There will be always mistakes and I will have to learn from it and all the things have to be written down o that next time I don’t repeat them at all. This will help me to create a better version of mine.
Step 5 Conclusions:  things that I have learned will always in me but I will have to practice them and practice will make me more strong in every way so that’s why I must make sure that things that I have learned can be useful in every spheres of my life so that in future I can get better opportunities and bless myself with a good life.
Step 6 Action plan: I always made a plan for my future. Like the things I want to achieve or things I must complete or why I really want in life everything was in a plan so that I can never become confused about my direction and the place I am going.
Driscoll’s Model of Reflection: This is another model from Driscoll. Past experience of mine was not that good so I don’t want to repeat the mistakes for that I want to evaluate the past events and understand the problems in a better way possible and also handle them better. Three-part of the model is given below:
The model has three basic questions.
· What?
· So what?
· Now What?
[image: ]



These are the feedback of the task that I have completed and this will make me understand the outcome.
· What?
In the presentation sector I was not that good, yes I did have made so many presentations before but still I was not confident and also could not let people understand the fact that I wanted to say. But now I am very much good at making better presentation where the design of the presentation will be different and innovative and also with better content. Now when I give presentation I am more serious and more confident that everyone becomes impressed. This presentation skill helped me in my academic sector but I am sure in the future the better presentation I will give the better opportunities will be coming to me which will increase my job position.
· So what?
I was not that good in communicating without hesitation, things were not that calm and these made me quite nervous and less confident. But after the research was done now I am able to let people understand what I want them to understand without any problem. In this case I managed everything to complete really fast before the deadline and also presented everything really well.
· Now What?
At the very beginning I was not capable to understand different situation and the demand of the situation that can make the situation better. In short if I want to tell that I was not able to manage things but after learning these things now I am able to manage different situation, I can understand the situation better and the observation power has increased. In such situation I don’t feel like I can’t handle the situation or don’t feel any type of pressure. I am sure in future this ability will help me to get better opportunities. 


[bookmark: _Toc38901530][bookmark: _Toc39230665][bookmark: _Toc39430548]Literature review on academic and employability skills
Here in the research procedure Mr. Shukanto shen told us about different aspects of employability skills and here he added so many valuable aspects of it and made it really clear to all of use. So that there can be no type of confusion or problem in understanding it. He mentioned this skill as a skill which can be transferrable and also the skill that helps the person to become better in the job. Every student has to increase this skill for the betterment of their future but most of them are not aware of this fact that is why he let us know everything related to this topic so that we can understand it in the best way possible and develop these skills in the best way possible and in the job life can do the best. (CENTER, 2014)
This research is prepared by James Toner and he made us understand about the employability skills so that every student can become depended on their own selves as soon as possible. Everything about soft skill and hard skill is important to let us know for our betterment and that why they have done everything to make us understand this completely which is really helpful for us.



[bookmark: _Toc38901531][bookmark: _Toc39230666][bookmark: _Toc39430549]The feedback I received on all in-class activities. 
I have come to know about SWOT. How this works and the main things that is discusses about and this will help me later for sure. This helped me to learn about more about some important things such as communication skill, decision making skill and managerial skills.
I understood things that I am good at, which things I am not good at all and also what are my weaknesses and opportunities in a better way. By the help of which I was able to build those things which I don’t have in me and  also make myself better by developing myself.
Time management was very much helpful for me because I was not that much time maintain type person and for that it helped to become one. This helped me to maintain every task I was provided to do in the right time in fact as I maintained everything well I was able to finish my tasks before the deadline.
The PDP plan helped me to develop different things in my life which will help me to create a better version of mine. This helped me to increase the analytical skills of mine. This will increase different skills of mine which will make the future of mine better. 
Cover letter is very much important in the business sector and for that I have learned how to write cover letter in the most appropriate way and I have good knowledge on it which will also provide me better opportunities. 









[bookmark: _Toc38901532][bookmark: _Toc39230667][bookmark: _Toc39430550]Conclusion:
This report has discussed about different skills that are really common in the job sector. This helped me to understand that on which I must give more priority and things that I must increase also if I have lacking on such things than I will have to make those things better so that in the future job life I don’t face anything that is inconvenient. I have understood different aspects of hard skill and soft skill which will help me to build a better future. (SKILLS, 2011)
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