REFLECTION ON ACADEMIC AND EMPLOYABILITY SKILLS





Abstract
Employers seek certain traits in their prospective employees. The demand for employability skills is not a regional phenomenon. Instead, the majority of employers look for global compatibility. For example, employers in Canada look for communication skills, innovative ideas, positive attitude, initiative, flexibility, dependability, and teamwork (McLaughlin, 1995). Many researchers have highlighted the necessity of developing employability skills in students of higher education institutions so that the skill gap is minimised before they join the career pool of jobs (Zinser, 2003). Therefore, it becomes the responsibility of the students to personally reflect upon the employability skills and hone them for the job market. This report presents my personal reflections on the subject.
Employability Skills and Personal Reflections
Employability skills are the personal, technical, and cultural traits that are demanded by today's workplace. The criticality has intensified manifold during the recent past. Even the government agencies are emphasising communication skills, teamwork, dependability, nonchalant attitude, solution-oriented approach, integrity, and adaptability as the required skills for joining their team (Government of Australia, 2021). Students like me are always fascinated by the dynamic and demanding workplaces in government, private, and semiprivate spheres. That is why I have taken this opportunity to personally reflect and incorporate the required skills during my learning tenure.
Reflective writing provides a personal account of a popular topic like employability skills. The higher-education institutions require their students to personally engage in the process and produce evidence about their engagement. Reflective writing benefits the student as well as the institution. Both parties can strive together to achieve a realistic level of skills and excel in some of them. For example, I have identified that time management, academic writing, paraphrasing, and summarising are the most relevant skills for my personal development. Therefore, I have reflected upon these skills using Gibb's Reflective Cylce (1988). This model can be graphically presented as below:
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This model is effective because it takes a specific topic, includes personal feelings, evaluates the applicability/achievement of the topic from a personal perspective, and concludes with a concrete yes/no for the user. The user can then define an action plan to achieve the same with a timeline. So this is the best reflective model for employability skills. Let’s evaluate each of the identified skills applying this model.
Time management
Time management directly impacts the academic performance of the students, and eventually, their professional career. Studies have established a direct link between the two. Nasrullah and Khan (2015) have recognised the significant impact of time management on the performance of the students in higher education institutions of developing countries like Pakistan. The study further established that students also suffered from implementation failures because they got good scores in time planning but low scores in time management. Another research (Nadinloyi, Hajloo, Garamaleki and Sadeghi, 2013) has established a similar link between time management and academic performance in HEIs in Iran. The study highlights the significance of time management as a factor to success in higher education.
Honestly, my concept of time management was limited to punctuality and doing everything on time. I was living under the misconception that 70% of my time is beyond my control because I spend it in compulsory activities. I divided my time into fixed and variable parts. The fixed portion was 70% of my time, where I could not influence the way I spent it. 
For instance, the time spent sleeping (8 hours), commuting (2 hours), lectures (a good 5 hours), and eating (1 hour) was fixed day in day out. I could control the remaining 30% time (about 8 hours). As I found my motivation in ACE course, further research (Nadinloyi, Hajloo, Garamaleki and Sadeghi, 2013), and motivational stories about successful leaders, I realised that time management is essential for my success in academic performance and I can hone the skill with conscientious training.
As I studied time management, I realised that I must allocate time to my studies and improve time-use efficacy. I have to balance my core activity – studies – with other aspects of my life with SMART (Specific, Measurable, Achievable, Realistic, and Time-related) goals and time limits to each task. Without goal setting and time limits, I would continue drifting aimlessly. I should remove mental and physical clutter from my life. I should efficiently work on appropriate tasks to reduce time wastage to maximise my output and motivation for the exercise. 
Prioritisation is the most high-value activity for me. I could also use some tools (Things to Do List, virtual calendars, and diaries) to streamline the process. I had to allow some time for delays, lapses, and failures. I had to find my biologically best time for intensive activities. I had to incorporate my recreational, family, and social circle needs into my time plan. I had to remove distractions (like my mobile phone). The final review at the end of the period should reveal my achievement/lapses and should help in the next round of time management. I am going through the learning curve in time management. Now I am less stressful and more focused.
Academic writing
Academic writing, as the name implies, is the style of writing followed for academic research on contemporary topics in a certain field of knowledge. Before I formally studied this topic, I was loosely aware of the necessity and the tone of the academic papers. However, there is more to academic writing than meets the first eye. The writing should be authentic, formal, objective, impartial, structured, well-sourced, and conclusive. Verbosity, grandeur, and personal tone makes the writing less understandable and acceptable for further research (USC, 2021). 
The language should incorporate the universally accepted language in the field. I was aware that there are a lot of submissions in the form of academic essays, literature reviews, research proposals, research papers, dissertations, and thesis (USC, 2021). Therefore, academic writing is essential for my higher education and future professional life. Of these, the academic essay is the most frequent submission for academic writing.
I went through the course contents and several online resources to understand the basics of academic essays. The academic essay follows a structure for universal understanding and acceptability. It starts with an abstract and introduction followed by scholarly research on the topic, research methodology, interpretation of results, and the conclusion leading to further research. The abstract section explains the purpose of the essay, gives a brief explanation of the approach followed by the researcher and produces the result of the research. The introduction section explains the premise of the research with a study of past scholarly knowledge on the topic. Both the sections, i.e. abstract and introduction, present the argument about the topic. The argument must be supported by evidence. This was a new finding for me.
These sections, of course, cannot become authoritative and meaningful without extensive reading. I had the obvious clue about it. The research method establishes an argument/hypothesis that will be tested for correctness. For example, a research essay may test the hypothesis that interest rates are correlated with return on equity shares. The research methodology also explains the dependent and the independent variables of the research essay. 
In our previous example, the interest rate is the independent variable, which predicts the return on equity (the dependent variable). In another example, we can take the GDP as the dependent variable and interest rates, currency rates, oil prices, gold prices, and industrial output as the independent variables. I also need to explain the proxies that I have used for the variables. The research methodology also explains the sample for the research, the selection process, and the method of collecting the data from the sample data (like surveys). Then I have to conduct statistical tests and regression analysis. I will now have the results to be interpreted. 
Based on the results, I will either confirm or reject the argument of my essay. I will conclude my essay with the findings of my study along with the underlying limitations (if any). I have now better understanding of the principles of academic writing, but I need practice to hone the skill.
Paraphrasing
I was already aware of the plagiarism and integrity requirement for academic writing. I knew I had to understand it thoroughly and steer clear of any practice which renders my work as dishonest and plagiarised content. However, I recently learnt the depth of following the paraphrasing, summarising, and referencing requirement to differentiate my work from another scholar or researcher. I have learnt that blatant copy+paste lands the researchers in trouble. Even partial paraphrasing would be unacceptable. The ethical compass permits only authentic and genuine research. Therefore, I must demonstrate my understanding by explaining the original content in my words distinct from the original text without losing the meaning (University of South Australia, 2021).
Now I know the exact steps of paraphrasing. That is:
1. Thoroughly understand the text even if it takes multiple reading and additional research.
2. Jot down the main points where the risk of losing the context is high.
3. Without looking at the original text, explain the concept/topic in your words.
4. Improvise your text with revisions (if applicable) and possibly checking with a plagiarism-checking tool.
5. Reference the work properly for the used article, journal publication, website, or book.
To be more precise, I learnt the art of changing the words and structure of a text and retaining the original research. I could use synonyms that would enhance the understanding. I could change the word class and word orders as well. The paraphrasing will allow me to differentiate my work from the earlier researchers in the field. The readers of my paper will have a segment-wise crisp idea of who is the author. Now I can produce plagiarism-free papers with full academic integrity.  
Summarising
Academic summarising came automatically into grasp when I invested time in paraphrasing and its techniques. Summarising is the art of briefly explaining the research of another researcher in your words without changing the meaning of the original work. Citation is also compulsory. Therefore, I consider it as a similarity between summarising and paraphrasing. However, the summary is significantly shorter than the original text, while the word count of the paraphrased text is more or less the same as the original text. In neither case, I can copy the exact text or skip the referencing.
Paraphrasing and summarising is a critical activity in my academic writing. It gives authenticity, reliability, and credibility to my research (MindTools, 2021). Accordingly, I have developed a list of steps for effective summarising:
1. As the first step, I should clear my head about the purpose of reading this article. Once I have the clarity of purpose, I will also explain the purpose to my readers.
2. I will explain the link between this article and my research.
3. I will skim through the article to get the big picture.
4. I will read the article in detail.
5. I will note down the must-include points.
6. I will summarise the article using synonyms, word class, and word order so that my text is unique without compromising the meaning.
7. The first draft will need improvisation until the final version.
8. I will quote the source.
I know that my paraphrasing and summarising skills are still not perfect. I plan to do some more exercise with scholarly articles on unknown topics. I will check my work for plagiarism and will improve this important skill. 
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