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Academic and Employability Skills


1. Introduction
The driving force of the 21st century lies in the intellectual capital of citizens. The political, social,  and economic progress of this millennium will depend on generations of young people. Therefore, we should not remain indifferent to what students learn - how they know and how they should invest in their skills. The urgency of expanding the capacity of
employees are predominantly visible in specialized research, which calls for urgent action (Anderson, 2007). 
The current and future state of the world economy and each state depends directly on how well the communication technologies skills (ICT) among young people will be defined in curriculum representations. Here we are talking about 21st-century literacy, which includes specific highly developed employability skills in terms of thinking, understanding, teamwork,
and new technologies. (Voogt &Roblin, 2012).

















2. Self-reflection
process

The adoption of reflection within the professional system and education has also been massively shaped by critical theory developing from influential authors as Boyd and Fales (1983), Boud et al. (1985), and (Johns 2004). Bulman and Schutz (2007) explain that reflection is the ability to step in an often chaotic world of practice to start to new understandings and acknowledgements.
  	Essentially, the self-reflection process is more than commonly being tactful (Bulman and Schultz, 2013). What is acceptable is that the process of reflection has likely to help professionals to learn from their practices. Dewey emphasized reflective thinking as thinking with an objective. He centred firmly on the desideratum to examine and real issue beliefs by claiming the scientific method through deductive reasoning and investigation (Bulman and Schultz, 2013). According to educational innovator, reflection involves more than" intellectual thinking" since it is interlaced with practitioners' feelings and emotions, and acknowledges an interrelationship with action. 
Clarke and Graham (1996) described the diversity of experiences and reflection as an overcome process. In their opinion, thinking it through (reflecting) allows the individual to detached the numerous influencing factors and come to a rational decision or action. 


3. Time management

Time management is a set of principles, standard practices, acquired skills and tools that work together to make better use of time, to improve the quality of work, on the one hand, but and personal life, on the other hand. 

· Time management practices - what you need to do to apply the principles. An activity. For example, in time management, practice is to work with a list of the tasks performed and the jobs related to them. 
· Time management skills- what you need to learn from a learning process to manage your time well; they can be continuously developed and perfected. A skill is a learned technique. One skill you usually use for good time management is setting appropriate priorities. 
· Systems - what connects all the elements so that the implementation of effective time management becomes an easy thing to do.One strategy a way of organizing and planning. A time management system is a set of practices and skills that help you be productive.
As is well known, the institutions that are part of the justice system, such as the courts and the prosecutor's offices attached to them, have general characteristics similar to those of any other organization, the principles of organizational management being equally applied to them. However, under other particular, unique features and additional purposes, these institutions must respect the legal provisions governing the judicial system and adhere to its general objective: a modern, credible and predictable public service.
Time management is a set of principles, standard practices, acquire the main five essential components necessary for any organization to be able to fulfil its mission for which it was created are (Brockbank and Beech, 2002):
1. The budget &funding are available to finance the organization's activity.
2. Goods-information technical equipment (ITE), buildings, furniture and office
equipment.
3. Important information that is easy to identify and that is necessary for the successful development of the organization's activity.
 4. Human resources - labour force to be recruited, employed, trained and used. 
 5. Time - a determined period that can be measured, estimated and used.technique.
One skill you usually use for good time management is setting appropriate priorities. 
From the viewpoint of employers, 'employability' often seems to refer to 'work-readiness'; that is, occupancy of the skills, knowledge, attitudes and financial comprehension that will permit new graduates to make beneficial contributions to policy-making objectives soon after launching employment. Indeed, surveys of employer need for graduates in business and science disciplines have found that proper work background and data of commercial recognition rank level as selection criteria because of commercial strengths to seek graduates who will not feel the necessity for long 'learning curves' when they start employment (Moon, 1999).
In the United Kingdom, the core skills needed to increase graduate employability (whether determined in circumstances of actual work-readiness or longer-term career promises) are now commonly seen as additionally the skills modulated by Dearing and also Problem-solving skills and Team-working skills. In addition, the employability skills plan is commonly defined to comprise 'Understanding of the world of work', which mostly refers to knowledge about the practices in which organizations work, what their targets are and how people in those institutions do their jobs (Morreale & Pearson, 2008)


4. CV writing
I consider that writing a resume is an important step when you are looking for a job or a training/education course. The CV is usually the first contact with a future employer, so it must immediately attract the reader's attention and demonstrate why it is worth interviewing.
  	The President and CEO of Great Resumes Fast offer deeper and understanding how to work the Contact Data section is an essential part of your CV, being how the employer can contact you, this includes fields such as name, age, address, phone and e-mail. Jessica Hernandes recommend that you keep only the fields that are most important and relevant to the human resources specialist, i.e. phone number, e-mail address and age. Regarding the inclusion of a photo, opinions are divided, and there is no correct answer. Most recruiters feel that there is no need, especially since this does not discriminate on the support of race, age or sex. In the end, the decision is yours.
Professional experience is considered the most important decision factor in the recruitment process, according to Jessica H. Hernandez (2017, May, 26), the executive resume writer. This recommends mentioning in the simple online CV only the experience that is relevant or in relation to the job for which we want to apply and use keywords related to the experience that the job announcement requires.
The results obtained at the previous job are a good indicator for future performance, so you need to list them as realistically as possible. It is important that in the description of the company to provide relevant information about the company's activity, the main products and services, the industry in which it operates, the client portfolio, the scope of its activity.
The studies section of the CV is very important, especially for students and graduates who have not accumulated extensive professional experience, but who can rely on their studies to start their career. In this position, it is important to mention more than the name of the faculty, the specialization and the period in which you attended the faculty. Describe the courses you have taken and which you consider to give you the knowledge for the job or internship you want.
An important thing to remind when completing this section is not to overestimate the level of knowledge of a foreign language, because in most cases, you will be tested in the interview. In most cases, although the candidate knows a foreign language at the level required by the employer, he fails to self-assess his skills correctly. One problem that favours the employer's misperception regarding the candidate's knowledge of the language is the existence of several evaluation scales circulating on the market.
In the section detailing personal skills, we use simple words and clear language, try to avoid clichés such as "I work well in a team", "I like challenges" and do not list any skills that cannot be accompanied by examples or evidence.


5. Reflective journals
In his discussion, Boud (2001) argues that the learning journal must be used as part of a compulsory assignment, requiring students to draw on data from the journal and reflect on their actions and personal and professional development. However, the contents are always confidential to an individual student. 
The journal serves two reflective purposes. First, it helps students to become reflective learners, recording data about reading, study habits, and attitudes. Students are also invited to write about their personal development; that is, they can record information about their increasing knowledge and their increasing ability to identify and articulate issues, and they can reflect on important decisions that they have taken since they enrolled in the program. Second, students can examine their self-development and their feelings of empowerment. 
Reflective journaling is a form of narrative learning in which individuals learn through autobiographical writing about themselves—their thoughts, emotions, and experiences (Glaze, 2001). Journals support experiential learning and promote the construction of two hallmarks of adult education (Dyment and O'Connell, 2011). For Glaze, journaling is a means to reflection and self-learning and, ultimately, to wholeness. Gaze's journaling strategies find their roots in-depth practice in nursing. Contemporary adult educator John Dirkx has suggested journaling to promote transformative learning, and he also uses language linking journaling and imagination (Dirkx, 2001). However, Dirkx is steeped in the depth psychology tradition and thus is more concerned with elaborating images of the unconscious than consciously imagining the future. 


6. Personal SWOT analysis
 
‘’SWOT is used to identify cultural impediments and advantages and external governmental roles as well as internal company issues. Glaister and Falshaw (1999) found SWOT analysis one of the highest-ranked set of tools and analysis techniques used in strategic planning in companies in the U.K. Panagiotou (2003) contends SWOT analysis is used more than any other strategic planning tool.’’


	Strengths
	Weaknesses
	Opportunities
	Threats

	Work experience
Technical expertise
Transferable skills
Personal Characteristics
Good networking contacts
Associations, Internship experience

	Lack of Work experience
Limited Education, Wrong Major
Limited Technical Knowledge
Lack of Job Knowledge
Weak interpersonal skills

	Positive trends in Business Management
Enhancing Education
Geography –ability to move
Strong network
Utilizing Skills in different ways
Enhancing Personal Development
	Competition in Business 
Negative trends in Business
Training and educational obstacles
Limited position in Business 






















7. Conclusion


I found that reflective journal writing in my general music classroom created greater class participation, especially in lower-performing students, stronger academic achievement, and a better opportunity for the students to connect with general music. 
One of my considerable concerns in the past was the number of colleagues who did not participate in the assessment process. This was especially common among my lower performing and special needs students. I watched these students take one look at a test or quiz and put their pencils down. In my opinion, they were intimidated by the simple fact that the paper in front of them was termed a test or quiz.
The threats of career service are higher than ever before, given the need to reinforce the Employability of students (Dey and Real, 2010). Employability, in this context, has gone beyond the ability to secure a job and progress in it; rather, it is about developing analyst and reflective abilities that allow and encourage the students' self-reliance. Thus, the emphasis is situated on competencies called to sustain oneself and build intelligent cities for the future (Harvey, 2003). Career service today contributes to add dynamism to their services by creating synergies between the office and the employers of labourers, practitioners and professionals in particular fields of work. This includes, for example, training in the adoption of information and technological tools for clarifying complex problems; online employment supplies and resources; workshops on résumé writing, mock interviews, and networking workshops; professional development and personality assessments; training programmes for students in hands-on skills, encouraging students to do more volunteer.
Higher education career centres are now tailoring their services towards empowering students with employability skills that will cause them employable in the market economy as well as ensure career sustainability for future development. Employability in this sense connotes a set of achievements, understanding, personal attributes and competencies that make individuals achieve employment and be successful in their chosen occupations, which in turn serve as a benefit to such individuals, the workforce, the community and the economy at large (Yorke & Knight, 2006). Similarly, Pool and Sewell (2007) and Kumar (2007) opined that Employability refers to how well knowledge and skills attained at school can be applied in the workplace. This means that Employability could be regarded as a set of skills acquired during the educational experience that helps students adapt and excel in the workplace. 
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