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[bookmark: _Toc39086996]Executive summary
The report shows the academic and employability skills we learned in the class in critical manner. The structure report has a positive output in the long conatus in the class performance. The reference to in-class exercise is given in the support of the report writing the academic report. The overview of the report in elucidated in the introductory speech. From the appendix the begotten feedback we learned is put on in the academic report. We have included the second copies of the scanned copies in the report. 
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[bookmark: _Toc39086997]Introduction
In the report the academic skills and the employability skills needed to the professional life is illustrated well manner. The introductory speech emphasized upon the academic skills that has been learned in the academic activities in long day’s class performance. In our academic curriculum the topics we learned about the necessary topics needed to get a higher job to establish in professional life in pragmatic manner from the condition prepared in the time of application for any job. The 


[bookmark: _Toc39086998]Task 1  
[bookmark: _Toc39086999]Structured academic report in which analysis of my own academic and employability skills by referring to in-class exercises and published literature and including scanned copies of in-class exercises and the feedback we received in the form of an appendix.  
In the class exercise several topics had been learned by me for the sake of making us prepared for the carrier life and to make ourselves accomplished for any job. In the below the academic skills and the employability skills we learned are illustrated (Hanson and Overton, 2014). 
Problem-solving: In our class exercise as much as we learned strategies for solving any troublesome in professional life practicing in the class had played significant role. In the employability the task of problem solving we learned in various ways which are commensurate for addressing and meeting any difficulties sin the professional life (Beach, 2017). 
Oral communication: In the class exercise we learned the heavy and strong communication system to address inter departmental troublesome and exiguity of surveillance in the working place. The oral communication being fluent and strong to the rest officials the professional activities might be more adopted for the labor (Corcoran and et. al., 2018). 
Adaptability: Soon after joining a company how to keep pace with the rest employees and the process of adapting with the internal activities of the office we learned in the module. Each of the courses has covered the skills of adaptability to maintain the task of the office (Coelen and Gribble, 2015). The appropriate time management to present the office in professional life had an important role for commensurate management of the official function in professional lives of us whose all the sphere of the professional skills has been learned by us (Avery, 2016). 
Collaboration: reciprocal performance of the office related task with the rest employee is to be maintained in a cooperative ways in which the task of individuals has to prove in well performance (Bassot, 2019). In the office no one could perform a single task without the rest officer hence the university emphasized upon the collaborative task of the 
Resource management: The existing resource is the predominant fact for the respective business place. The process of managing the internal resources of the company has been apprehended in this module (Blackstone and Christian, 2012). The professional activities are determined to be performed in fruitful manner. 
Organizational skills: The skills of the organization how to organize the internal and external surrounding of the organization in professional life we learned from the module. As a learner the employability skills are more necessary we achieved knowledge about it (Hanson and Overton, 2014). 
Written communication: The written communications for the sake of data transmit to the topology to collaborate to the each other we had undertaken different notions about the skills. As employability skills the concept of the communication in the writing procedures is very necessary for us as a result the importance of the writing skills has been felt mandatory for me. 
Technology use: The technological instruments are supposed to be used within the very accomplished and dexterous manner, hence considering the phenomena we concluded to learn the use of technological instrument for appropriate office management (Adler, 2018). As the current age is the age of globalization the necessity of using technologies in the office has been most predominant matter for the office holder (Corcoran and et. al., 2018). 
Information use: The process of transferring the data among the respective office holder is to be needed. The information is labeled as the powerful capital of the company. The professional skills are more necessary for us. We could not help think of the employability skills without the learning of information using skills as I we learned (Means and et. al., 2019). 
Certain personality traits: The office holding capabilities of the applicant is to be remained for the sake of commensurate office management. The academic courses have helped us to perform the achievement of several personality traits that made a great and sophisticated view in the attitude has done a favor for my effective academic skills and employability skills. 
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[bookmark: _Toc39087001]Structured academic report reflecting on my learning in this module, using recognized models of reflection and Mentioning of 4-5 topics from either of the two terms and reflect how useful they have been to me. 
In the lesson we have learned various topics that are all are have particular significance for us. The topics become considered more required for us we emphasized upon the topics and on the all topics we have taken a great empathy to understand for the favor of our professional knowledge. The following topics being completed in the course performance has been more useful and effective to gather skills of it by our own and academic perseverance (Avery, 2016). 
[bookmark: _Toc39087002]Gibb’s Reflective Cycle
Gibb’s reflective model provides several approach of reflection of the academic and employability skills. To the relevant proposal the approaches are illustrated as we started our presentation. In the following steps delineated in the model are illustrated in accordance with the reflective skills. 

Figure: Gibb’s Reflective Cycle. Source: (Own)
Step1. Description: in accordance with the strength and opportunities the works being pieced into different portion incumbent upon each individual. At the second phase I put on my presentation. My individual task was completed in the day before deadline as the team leader set time. From individual self-apprehension and conceptualization to be write together in a single paper the whole task were rewritten which spent much time. As in the group works the whole work was divided and posed to the individual learners hence my statement and other description would be considered. 
Step2. Feelings: In the first time I make all of my topics desultory I wanted to put forth. As audiences casted several question I forgot my sequence as a result heavy frustration attacked my sensitivity. And so as I overcome time determined for me resulted in my erroneous speech in the presentation. The task of rewriting was very perturbing at me. 
Step3. Evaluation: I could not maintain my time. I was given 5 minutes for my presentation which I overcome not being able to refer in the fixed time. I had exiguity of note to take as a result proper demonstration was not plausible on me. The class lectures I mistook brought out less minimization in marks. The style I followed being apt my eloquence were not commensurate for presentation. 
Step4. Analysis: In according with the demonstration from the literature Belbin’s team roles, (2010) we divided the whole works in piece and the individual thought and concept were emphasized to prepare the presentation. The teamwork were submitted within the respective thought and concept which at the eleventh hour we compiled in the day before deadline appeared irrelevance and discord in the context and in writing style which cut marks from all member. 
Step5. Conclusion: Not for taking the class notes from the class mates I lagged behind. The style and procedures I conducted were misled as causative minimized my marks. From the shortcoming I learned how to prepare m self by taking down notes, procuring class lecture and tutor demonstration. How to apply the strength I learned in the presentation preparation.  
Step6. Action Plan: I have to emphasize upon the time maintenance so that I could finish my presentation referring each of the topics. The whole task I would divide into the determined time. I would follow the teacher’s narrative to prepare for myself. For effective outcome I should sincerely incumbent works with the group mates. My presentation style should be improved and the posture and gesture must be changed that it could attract the audience. 

[bookmark: _Toc39087003]Cover letter
The cover letter includes different term and protocol to write which I learned in the module. The courses had possessed particular emphasis on the cover letter. The external view of the cover letter included different theme in the variation of the subject of cover letter. Internal writing of the letter varies the external theme that is designed by us. The cover letter is the letter that as a reply of the mail it is supposed to be designed (Beach, 2017). The cover letter includes firstly the location from where the letter is to be sent, the address to the receiver, the cause why we would write the letter, later the inclusion of the general overview upon our own objective of the mail which is labeled as the body of the cover letter. The cover letter has a particular importance where the general letter could not resemble with the letter in the following point (Adler, 2018). 
[bookmark: _Toc39087004]CV
The writing of the life resume of an individual has following of several format, methodologies, technique and procedures. We had a special empathy upon the resume writing of individual. To apply for any professional job the resume writing is one of the necessities for the applicant (Ortiga, 2017). Hence we would put on several formatting of the curriculum vita. The total achievement achieved in the life of my academy and training has to be included into the CV. The curriculum vita reflects the renowned owning of achievement and earning in the academic life might be applicable for the employability skills. In the CV the personal profile, birth date, the address of locality, religious view, language, hobbies and recommendation are supposed to be included (Means and et. al., 2019). 
[bookmark: _Toc39087005]Critical thinking
The analytical thing that we learned in the course performance is the critical thinking. About a subject the general view which we cherish in the first sight or in the first reading. In the critical writing the topics is analyzed with criticism that is put on as counter argument. The argument against the argument is called counter argument which is included into the critical writing. The consent of more than two authors or writer is supposed to be put forth. The criticism being possessed with the amendment or correction or others writer the writing get focused with objective writing results in creative output in the conclusion. The emergence of new notion after the argument of many authors is analyzed (Coelen and Gribble, 2015). The referring of the various writing in a script shows the various argumentative discourses in the single paper. 
[bookmark: _Toc39087006]Paraphrasing
The speech of the other writer in the contextual phenomena the necessaries point is needed to be referred in the writing. In writing how to illustrate the key topics in the single sentence of the reference of other writer with the line relevant to the phenomena is learned by us in the current session of the year. The university has showed the curriculum in which the paraphrasing of the topics related quotation in the writing is needed to be referred in the exam we learned in the semester as skills of employability (Ortiga, 2017). 
Time management
The most predominant thing we learned in the module is the time management which refers the performing the task in the determined time. For each of the task particularly the official task is performed in a certain date, the work not being performed in the set date for the professional assistant the time management would be turned into imbalance. For the sake of effective outcome in the professional liability the time management is the predominant action needed to be implemented in the office holding activities. The completing of the acting function how to perform in determined time is learned in the semester. 
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The academic skills are developed in the university life to build a professional skills and the dexterity to maintain the office through which the technical activities is supposed to be learned from the task given in the university. The topics following the writing CV, the report, cover letter and critical thinking have a particular traits that are viewed as necessary learning skills needed to build a strong carrier life having a good job. In each of the academic skills the addition of new knowledge and skills are showed. The office management needed learned in the academic life is well apprehended into the methodological ways. The academic skills development could build a strong future for any applicants as we could develop the skills of the professional life within the learning of the following topics. 
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