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[bookmark: _Toc58070593]Introduction 
Academic skills are made up from the core skills that include academic writing, presentation skills and referencing that underpin as the more complex set of skills such as critical thinking and reflective practice (Cardiff Metropolitan University, 2020). In employability, skills consist of good communication, motivation and initiative, leadership, reliability and following instructions. Both these skills and capabilities are very much important for an individual in achieving the overall development of an individual (Duszynski, 2020). This reflective paper is based on both academic and employability skills of an individual by taking various topics that include time management, academic writing, public speaking and presentations and analytical and critical thinking skills. This paper will include the learning of an individual by taking the help of reflective analysis in order to fill the gaps by taking the help of learning and development. 
[bookmark: _Toc58070594]SWOT analysis
	Strength: 
My strength is academic writing as I am proficient in this skill but can improve it. 
	Weakness: 
My weakness is time management, as I need to work on this skill set. 

	Opportunities: 
I am proficient in Public speaking and giving presentation, as it will help in getting the desirable goals and objectives.

	Threat: 
For me threat is critical and analytical thinking that is required to improve for achieving desirable outcomes. 



[bookmark: _Toc58070595]Academic and employability skills
Employability skills are often most cited as the skills that are very critical for workplace success in the 21st-century economy. All students need to foundational academic set of knowledge in today’s business environment that includes problem-solving, oral and written communication and collaboration with working in a team (University of Sydney, 2020). It is very much important for an individual for their overall development and growth.
[bookmark: _Toc58070596]Gibbs Reflective model
[bookmark: _Toc58070597]Gibbs reflective cycle is the most famous cyclical model that focuses on six stages of experience includes description, feeling, evaluation, analysis, and conclusion and action plan (The University of Edinburgh, 2020). 

Time management
Time management is the chain of activities that helps in organizing and planning of time in between the specific activities. Good time management helps to work in smarter and not in a harder manner so that more work can be completed in less time (CFI, 2020). 
Description: This describes the situation in detail and by including the main concerns that were taking place in this whole process. In the context of time management, that is very much important for me in managing various things simultaneously by saving precious time (Rowe, 2017). For managing time, I want to put my efforts and want to gain desired outcomes. Time management proves effective very much in every aspect of life respect of professional as well as in student life to manage various things and aspect for achieving potential outcomes (University of Cumbria, 2020). Sometimes, I was stuck in work for the longer duration, and it spoils my time and efforts that hinders self-interest in getting potential outcomes. In that regard, it is very much important for me to indulge in activities by conducting the proper study and thorough research in order to utilize my time optimally. 

Feeling: At the initial stage of managing time, I felt very depressive and tensed in regards to my learning procedure of time management. During the procedure of time management, I think about the various aspects required to manage the different aspects properly. In such a situation, my mind is surrounded with multiple feelings, whether, I can be able to command over it or not. All these aspects sometimes make me chaos and divert from my target.
Evaluation: In this stage, an individual gets the chance to evaluate the work and what that was not done in a specified time duration (Dierdorff, 2020). In the context of time management, my experience proved bad as while I found unable to manage time in an effective manner, it will hinder in getting the desired goals and objectives. While managing my time, I prepared the list of activities, but sometimes I was failing to manage and work accordingly. Then with the help of other individuals who give me proper knowledge and information in regard to time management proves very much effective in gaining desirable outcomes.
Analysis: This step provides the chance to make the proper sense of what is happening. In the context of time management, by taking the analysis plan that includes preparation of to-do list, sources of completion of task and supervision of people and many more aspects prove very much effective in commencing works and activities in the potential manner (Talent bridge, 2017). 
Conclusion: From the above analysis, it has been concluded that time management is very important for an individual as well as organization to manage time as it directly improves the productivity and motivation of an individual in order to remain competitive in the market place. 
Action plan: For managing the time in effective manner, it is required to build action plan:

	Action steps
	Accountability
	Deadline
	Resources
	Results

	Having enough time for study
	Me
	End of 2021
	Study books, online classes
	High productivity and motivation

	
Working properly of office work
	Me
	June 2021
	Study books, online classes
	Satisfaction 

	Giving proper time to other essentials
	Me
	February 2021
	Study books, online classes
	Growth and development



[bookmark: _Toc58070598]Academic writing
Academic writing or scholarly writing is nonfiction writing that is produced as a part of academic work. It reports the university research that is produced by university students on the specified subject matter (Berkeley Student learning center, 2020). 
Description: Writing academically is very important for a student as well as professionals in getting desired goals and objectives (The University of Sydney, 2020). In regards to academic writing, I am very proficient in this skill, and it proves very much beneficial in expressing my set of belief system. 

Feelings: In that regard, my feeling is very cheerful and proves very much effective in expressing the set of emotions in order to gain desirable goals and objectives. 
Evaluation: In context of academic writing, my evaluation is that it is very much important for me to improve my academic writing skill. It will prove very much useful in setting career opportunities in future (Osmani et al., 2019). 
Analysis: While I aimed to shape my academic writing skill, I analyzed, there are areas that need to improve, such as punctuation, using unique words in writing. By analyzing these aspects, I can be able to improve my set of skills in order to remain competitive in the marketplace.. 
Conclusion: From this section, it has been concluded that, it is crucial for an individual to improve the even the areas of strength as there are not a set limit for improvement. 
[bookmark: _Toc58070599]Action plan: To sharp my academic writing skills, it is very much essential for me to focus on areas of strength and weaknesses so that it collaboratively contributes in strengthen academic writing skills (Webisabi Learning, 2020). 
Action plan for improving the academic writing is that I read books, take online classes and take the help of tutor as all these factors collaboratively contribute in improving my set of skills in order to gain potential goal and objective 

Public speaking and giving presentation
Public speaking and giving presentation play a very important role in today’s competitive environment. It helps in making the public figure and expressing views and opinions clearly in front of people (Gallo, 2020). It is very crucial for an individual to invest time on sharpening this set of skill as it plays a very prominent role in the life of an individual in order to remain competitive in the marketplace.   

Feelings: While I evaluate my feelings in regards to the public speaking and giving the presentation, I feel very happy and expressive in regards to this skill. After that, I analysed, there is a number of opportunities associated with this skill set. It denotes the regular practice over this skill set proves very much beneficial in order to attain desired goals and objectives. 
Evaluation: After come across all the potential set of steps, it has been analysed that the positive aspect of this skill set is that it continuously makes me versatile and add value (North, 2020). On the other hand, I have been evaluated that it takes too much time and efforts to get continuous improvement in regard to this skill set. While I go for improving this skill, it has been evaluated that under the guidance of the tutor, I can be able to learn important aspects that can contribute to development and growth. 
Analysis: while taking the guidance from a tutor, it has found that situation is going well. I can be able to learn various new aspects that are related to my development and growth. In this situation, I am feeling that gradually, I can be able to develop a gap by analysing the whole situation related to development and growth in regards to presentation and public speaking. 
Conclusion: From the above analysis, it has been concluded that giving the presentation, and public speaking is very important for an individual in order to gain desirable goals. During this whole procedure, it is required to reflect as it proves very much beneficial in getting areas of strength and weaknesses on which an individual need to work in order to remain competitive in the marketplace.
Action plan
	Steps 
	Accountability
	Time 
	Results
	resources

	Practice public speaking
	Me
	A  year
	Have command on public speaking
	Experts guidance, book reading 

	Spontaneous deliverables
	Me
	Six months
	Can be able to share views and opinions clearly
	Observation, command over language by online classes.



Analytical and critical thinking skills
Analytical skills are very much crucial for an individual in thinking innovatively by considering various aspects (The study space, 2020). With the help of critical thinking skills, I can be able to think out of the box and can pay attention to significant aspects of life in order to remain competitive in marketplace (Radford University, 2020).
Description: In the context of analytical and critical thinking skills, I face problems in optimization in a proper manner. Due to lacking these skills, I cannot be able to think in an innovative manner and unable to put my best efforts in organizational as well as self-development. 
Feelings: While I got information in regards to analytical and critical thinking and its lacking in mine, I feel very depressed, and then I determined to get command over it. 
Evaluation: While I get the knowledge in regards to analytical and critical thinking and its lacking in mine, it gives me a bad experience. Due to lacking, I cannot be able to think in an innovative manner and can only able to routine tasks. 
Analysis: After evaluating the whole situation, I determined to improve this set of skill, as it proves very much effective for an individual to gain a competitive edge in the market. 
Conclusion: From this section, it has been analysed that thinking innovatively plays a very significant role in the life of an individual. With the help of innovative thinking, an individual can build a distinctive image in the marketplace and can sustainability. 
Action plan: For improving analytical and critical thinking, it is required to opting a systematic process.
	Actions
	Accountable
	Resources
	Outcomes

	Be observant
	Me
	Time, observation
	Able to be enough innovative

	Learn the way new things work
	Me
	Online videos, tutor
	Think positive and negative aspect of every attribute

	Asking questions
	Me
	Curiosity and learning mindset
	sustainability



[bookmark: _Toc58070601]Conclusion 
From the above paper, it has been concluded that for an individual as well as organization set of skills and capabilities are very much important as it contributes to their overall development. By taking the help of the reflective section, an individual can be able to evaluate gaps in personality and accordingly can put one of the best efforts in their own development and growth. With the help of well-structured framework and structure, an individual can analyze potential gaps by finding out goals and objectives.
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