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[bookmark: _Toc39668511]Introduction
The report focuses on the various academic and employability skills which further focuses on my skills. Academic skills are important for gaining specific skills in a working environment. This report aims to determine the significance and nature of the academic skills needs and abilities which are further needed to succeed within the college and how this relationship with employment abilities is defined and established. The Report includes accurate literature analysis, the consideration of individual academic research skills, communication skills, presentation skills, leadership skills, and problem-solving skills. The report also includes various tools such as SWOT analysis and Time management tools.


[bookmark: _Toc39668512]Task 1: Analyze own academic and employability skills
[bookmark: _Toc39668513]Research skills
Students do a lot of study on various subjects in higher education which further assists them in learning research skills. An analyst from any industry allows the manager and other staff to study and write. The research section needs different skills to study. Work refers to the creation of trends and ideas. Yet active work in the generation of these ideas and trends is very important. Analysis has a variety of phases and elements that must be captured. When a report is wrong, the conclusions are imprecise and therefore misplace ideas and trends. For an organization, this can be very expensive. There are various ways through which I can find related literature which includes various Journals, articles, Newspapers, PDFs, and so on. But before that, it is important for me to consider the physiognomies of the material and how this can be applied in the collection of information (Andrewsand Russell, 2012). The internet and library, for example, are useful ways to study the literature. The Internet has many PDFs and online articles, but things that need to be taken into consideration are how accurate the source is. The library contains many authors that can work well in the literature study. Scholarly outlets, for example, differ, with a wide range of research outlets, such as journals, books, PDF, and online scholarly websites. To discern if a source is empirical, it is important to ensure the reliability and integrity of the source and correct details. It is important to know your observers to provide a successful presentation, for example, if I introduce to observers of a certain company it is important to know the context of organizations so that I can understand what the presenter is looking for and how that can help to create a successful presentation.
In every industry, research skills are important. To help develop various policies and practices, companies conduct market research. In the operation of any industry, policies and procedures are relevant. This form of study includes qualitative as well as quantitative research skills, both gained in higher education (Bakerand Henson, 2010). Therefore, an analyst will require strong research skills, such that productive outcomes can be obtained to guide policymaking. If it pursues incorrect policies because of faulty studies, the entire industry will suffer. The technical advances and conditions of economic have brought about many advances in the industry, which involve new procedures and policies. This includes efficient analysts who perform efficient studies in order to create efficient industry policies. 
[bookmark: _Toc39668514]Communication skills
Communication can be explained as the information which is shared among one or more individuals. Good correspondence takes place when the receiver is aware of the information as the sender does. Communication is, therefore, a basic concept. Communication can also be written or verbal. The ability to interact with students and instructors is critical in higher education. Once a student is aware of the orders of the teacher, successful communication has taken place (Jacksonand Oliver, 2018). A consultant from the industry works with the area manager and others to make sure all operations go smoothly. That needs to be conveyed effectively. For most jobs such as writing references or reports, scholarly writing is used. Most jobs often involve workers to perform work on time and in a position to meet strict deadlines. Depending on their job name, a lot of the aforesaid information is needed. For workers to communicate efficiently, oral contact is very important, solving the issues is crucial for the company to succeed. For me, Firstly, communication is essential for the creation of a good working relationship with team members. An employee does not work effectively to assist the members of the team without effective team interaction (Osmani, et. al., 2019). 
I analyzed that most people speak about personal ties and social issues. Language has developed to make it possible to bind people. The ability to connect helps build a friendship. If the social atmosphere is not comfortable, the interaction is difficult. Elements such as eye contact and body gestures express a lot through verbal communication. In order to build a working partnership with other staff, the interpersonal skills learned to higher education are also useful in working. For example, through my college, I have gained a wide range of communication skills. I have learned organizational skills and recognized how important organizing is for my assignments and my career. I also worked very hard to improve my communication skills and hesitation and work on developing a confidence level.
[bookmark: _Toc39668515]Presentation skills
Nevertheless, in higher education, the presenting skills may also be of value in particular for work, it is important to take care of the listeners' context for a successful presentation. The framework requires a strong introduction for the main body of the article, the use of visual assistance in successful execution. However, it is always important to prepare the delivery early as it leads to strengthening the trust and arrangement, thus helping to make pacing comfortably smooth, audible, and simple (Jackson, 2016). It is also equally important to have daily visual communication and still a smile.  
As I introduce my speech and my subject that I am presenting at that time I feel anxious and need to motivate because it affects my presentation. I look comfortable with my promotional presentations and use scientific evidence to talk for my points in the main community, but I would still develop my experience by having to know my audience better. This will help me in sharing my views, discussion material, and execution. I often feel more realistic, particularly if I work for a community because it helps for trust, execution, coordination, and scheduling (Felea and Stanca, 2018).
[bookmark: _Toc39668516]Leadership skills
About every industry wants a great deal of leadership in higher education. The secret to good management is leadership skills. A good leader is an entrepreneur. Leadership qualities are required for sustained employability. An analyst may want to become a supervisor for tomorrow in the industry (Wilson and Ortiz, 2017). However, without leadership skills, the employee cannot progress to this level. Ability leadership is not learned from training but is learned. The impression must, however, be filled with thoughts and values. It is not an experiential leader either. A strong leader is a pragmatic analytical individual. This chief objectively analyses an idea and paves the way. This demands that various individuals have correct leadership styles (Gill, 2018).
A strong leader may make effective use of different leadership skills. Their goal is to gradually grow their profession for most employees. Research team members and the project manager in various capacities must be advised by their consultants in the industry. Such a staff member would like to be a full team member and become the district manager. This means that the employee is rising in his profession (Roweand Zegwaard, 2017). Leadership is critical when I seek to sustain a high degree of employability. I look comfortable about my promotional presentations and use scientific evidence to talk for my points in the main community which provide motivation and lead them. But I would still develop my experience by having to know my audience better and other rules of leadership, as that will help me effectively lead the team. I always feel there must be more practice, especially if I work for a community as it helps for confidence, execution, coordination, and schedules.
[bookmark: _Toc39668517]Problem-solving skills
The main academic ability is, for example, is problem-solving. Students have oral lectures, essays, and reports all elements requiring assessment and review which indicated that students have core academic skills and solved problems often teach coordination and time-management skills. I am familiar with organizational skills and I have learned how important organization is to my activities and my career. I do have valuable theoretical and evaluation capacities, but I feel that I need to develop my oral and interpersonal communication skills (Skoyles, et. al., 2019).
I believe that I have developed time management and successful study and contemplation skills to excel in my university and future careers. There are other ways I can develop my skills, including strategic preparation, creative strategies, and implementation of projects, with a specific action plan early. Presentations will help other students build and enhance their communication skills through oral communications.
[bookmark: _Toc39668518]SWOT analysis
Significant skills, such as analytical skills, networking, time management, and academic composition, references, and problem managing are essential skills for universities but also for effectively carrying out careers. In this regard, students learn specific technical skills for their success in universities and jobs. I feel I have learned and strengthened some facets of my abilities, for example, I agree that I have analysis and analytical experience in effective time management which can be possible through analyzing the SWOT analysis method.
	Strength
Good communication skills
Effective leadership skills
Flexibility
	Weakness
Lack of time management
Lack of skills to solve the issues

	Opportunity
Good verbal skill
Time Collaboration
Effective team management
	Threats
Minimum knowledge of research skills
Lack of reporting skills leads to poor writing report


[bookmark: _Toc39668519]Time management tools
The time management tool help in managing my week planning and month plan. While Week Plan gives me a fantastic insight in the coming week, it also includes a monthly schedule, which benefits long-term things. Through these software's I will able to strengthen my weakness such as I can able to manage my time and complete my task effectively and efficiently which further help me in solve organizational issues and enhance my problem-solving skills. I will also give proper time to research skills (Cotronei-Baird, 2020). I will do weekly research on various organizational topics which further on help in improving my both knowledge and writing skills. 

[bookmark: _Toc39668520]Conclusion
From the above it has been concluded that core academic and business skills help students to develop a variety of essential skills to excel in universities and careers, for example; main skills for universities, but also a specific profession are critical skills like coordination, references, interaction, time management, and academic writing, and problem resolving. The importance of various aspects related to the job, skills, and expertise needed to perform the work during the implementation of the duties is discussed in this section. This defines the role of motivational methods and time management strategies to enhance an individual's performance. Many factors influence an individual's performance so that skills and expertise are needed to deal with these factors.
I feel that my skills have grown and strengthened other aspects, such as the analysis and organizational skills which I learned. However, some areas have to be strengthened. I need, however, to develop some areas, such as optimism when demonstrating what my delivery is possible, the improvement of my oral communication also needs to be accomplished by using lectures, and the improvement of my academic writing by preparing and writing essays and articles. Academic skills are associated with employability skills such as other skills, such as coordination, problem-solving, analysis, oral communication, and time management capabilities that are redirected in higher education. 
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[bookmark: _Toc39684050]Gibbs Reflection Model
This is considered to be the model which is useful in reflecting the own strengths and weaknesses by the assessment of the various stages of the personal life cycle. There are some of the topics which are selected from the module and they are online study, paraphrasing, report writing and referencing. 
Description: For writing the best quality report with the best impact possible it was essential for me to go through the Gibbs reflective cycle and follow the terms that are laid down in order to write an impactful report. Additionally going through the rules of the cycle and the rules of referencing has benefited me to write the report in the best way possible and make it understandable for the reader. I have also learnt from the cycle that a report needs to be comprehensible for which following the guideline of the cycle was very essential. In order to make the report and developing and implementing appropriate referencing in the report which I made my main purpose was to segment the work in equal parts so that I can identify the report at first. I have gathered the ideas of the report by enabling that the content of the report should be good enough to develop a good piece of report. I have planned to take up the information at first before writing a report. After my planning I decided to start writing it by keeping 7 days with me for writing a report. I had seen the bits and pieces while writing the content so that any mistake if I made can be rectified early. I have also identified and assessed the instructions quite clearly before starting the report writing so that I had given the best quality report to the students. 
I had been realizing and recognizing all the instructions for doing the references at first. After that i have also looked at the extra rules for referencing from the books, journals, articles which I had used in my work. I had to make the changes in my planning for achieving the target of appropriate referencing at that time. 
Feelings: Before I had started the work of report writing and making appropriate referencing I felt that it was going all well and I would complete it easily. I also felt distressed that at the beginning there was an issue starting the work and finishing it within the deadline mentioned by the student.  I understood the initial planning was not at good which I felt and I had to make changes for achieving the target. After that I felt that i have to do this and motivated in myself and had used innovative thoughts in my mind for providing the best quality report and appropriate referencing in the work. I felt that I have to work harder and in a committed way to complete the report writing and referencing for the student. Now at this time I felt happy and satisfied that this work was succeeded as the positive attitude and hard work as well as innovation had helped me to complete the work. While doing this module a feeling arose that I might not be able to complete it in time. I overcame that feeling with self motivation and bringing on a feeling of positivity that the report can be completed in the stipulated time. This self-motivation has helped me to develop online learning and paraphrasing concept to be adapted to a great extent. 

Evaluation: I have gained good things regarding the report writing and referencing done during the module I experienced doing. I developed hard working abilities in me, become much more committed and disciplined towards my action and been able to manage the time for completion of the work within the deadline given. I realized that motivation is the driving force in me to complete the wiring overnight and this has developed positive mindset within me for implementing changes in order to make the report writing at best and quality referencing was done in the report. The things which did not occurred good for me was the sudden change in plan for completing the report writing, new rules of referencing and completing within the fixed time allocated to me. The brief information has wasted lot of time resulting delay in the work for starting it. At that time I was low in confidence and also nervous that whether I can make the best report and quality referencing in such a  short time given to me or not. I have gathered information from every relevant source in order to develop online learning and adopting the paraphrasing concept. I have felt that an impactful report shall not be spoilt with incomplete knowledge and lack of information. Therefore I took great care in incorporating examples and references from every source possible so that I can help in paraphrasing. 

Analysis: I think that the working in challenging situations had helped me to develop as a learner and experienced me to work well in the future so that I can complete the other works within the stipulated deadline. I think that effective communication is important before starting report writing and doing referencing with my tutor. I have developed and implemented the task with proper planning and coordination so that I had finished my task of report writing and doing referencing within the time given to me. I understood that motivation has played a very important part when I felt stressed for implementing new ideas for resolving the issues in a different manner. I had enjoyed working in this situation as new things I gained and implemented in any situation for the future. I think that the team working would prefer to complete this task in a proper time given to me. The approach which I used was not right and did not work well for me due to low information on referencing style. I also think that there was lack of focus from me to check the brief properly. I have also made plans in advance by the use of reference style in this work. This has developed huge problems before analysing the study. Handling the difficult situation of writing the report in the stipulated time was essential for me too to get the facts done in that amount of time and that was beneficial for my skills development. 
Conclusion
I learnt that proper planning and effective motivation is required for me to complete the report writing and referencing to be done. It was important for me to check the brief and any information which was not there should be brought in immediately so that no delay in the project report to be done. I have identified my strengths which will help me to enhance my confidence for handling any complex situation in my life. 
Action plan
The series of actions that I incorporated to complete the report has proved very beneficial for me to complete the module. This is useful because the plan of action that was followed was necessary for writing crisp report that addresses the subject matter directly and is comprehensible by the reader.I worked on my weak areas for finding out new ways to solve the issues in the future. I have learnt that following a specific plan of action has been immensely beneficial for doing online learning and understanding paraphrasing concept. 


[bookmark: _Toc39684051]Analysis of the relevant topics identified in the module
Report Writing
It is a statement where the particular topic, event or the situation can be analysed and interpreted in a proper and effective way. It is import at to maintain proper structure before writing any report. The brief understanding is important for writing a report so that clear ideas can be generated about the area of study beefier the work is started. It is useful in finding out information from the secondary source such as books, journals, articles, and websites for increasing quality content in the report. 
Referencing
This is allowing the individual to search and use the information from the past researchers and the authors to use in any writing content. It is linking the citations with the relevant content for which quality of work can be improved for the readers. There has been the usage of different referencing styles which has given in the brief. The researcher has been mostly following the Harvard and APA referencing style for creation of good quality report and they are also following various rules of citations for making the work to be good. 

Paraphrasing
Paraphrasing can be defined as the method of writing something in own words of an individual by keeping the content matter of a certain topic intact. While paraphrasing I make it a priority to keep the subject matter intact but change the language as per my own vocabulary and grammar for creating the content. Paraphrasing is very important for any academic profession because a professional need to write on a number of topics and that has to be original without any plagiarism. I have used vocabulary that is understandable and comprehensible in order to paraphrase a text that I need to you in order to make it easy for the reader to cross the subject matter. This need for original content gives rise to a demand for the ability of an individual to write on any topic in their own words even if they use references from other sources. Citing examples and using quotations is a very constructive way of writing but one has to keep in mind that the entire subject body has to be written in one's own language and that is where the need for paraphrasing arises. Paraphrasing is important because it explains To the reader about the understanding of the subject in proper manner. From my experiences I can tell that proper practice over any source like the internet would be beneficial before implementing this skill in assigned work. An individual needs to to grasp the entire subject matter of a given text or subject by continuous reading and then has to attempt to rephrase the subject matter in his or her own language which reflects their understanding skill and comprehensive skill and is very beneficial for the reader to grasp the subject matter. Paraphrasing has a demand for a number of skills and knowledge of good grammar and good vocabulary is the leading criteria that enable a person to paraphrase a given text skilfully. I also feel that a person needs to be very careful while paraphrasing a text because often while paraphrasing the basic idea of the text tends to get distorted which is very harmful for the reader and hence should be avoided. In the process of paraphrasing it is very important to write sentences accurately and cite proper examples from proper sources as it is very important to create a good impression in the reader's mind. I believe one has to lay the most emphasis on focusing on the tone of the content for keeping the subject matter intact while paraphrasing a given text or literature. Therefore the skill is important as it's not only creates content for a professional but also acts as a source of accumulation of knowledge on part of the readers in an efficient way.

Online Learning
In this era of modern technology an academic professional needs to be well versed with the recent technological trends in order to cope with the fast moving industry and the demands of the student community. I have learnt that the need to be well accustomed to the method of online classes is a process that I need to learn in a very small span of time. The most recent example of technological advancements in the field of academics can be seen by the use of online classes. I have being well versed with the modern technological trends owing to the recent demands of online classes. I have learnt that online classes have widened the range of academics as new horizons have emerged because barriers like distance have totally vanished with the advent of online classes and the internet. Technological advancements in modern times leaves no room for an individual to remain oblivious to the recent technological trends and makes it compulsory that any professional belonging to any field acknowledges the new operational trends in order to gain complete success in his or her field of profession. An academic professional needs to be very well versed with the modern trends of online classes which are taking over the primitive idea of schooling in the most constructive way possible. Online classes have nullified the barriers of limitations of a classroom and therefore it has created a huge demand for professionals of the academic field to cope with the recent trends of online classes. A professional need to realise that in the future of academics distant education is playing a very important role with the emergence of the internet and provision of online study material. I believe it is very important for a professional to to acknowledge the fact that online studies are much more acceptable in various areas irrespective of nationality and region and getting accustomed to the new trends of online training is very important to cope with the fast moving professional field. There have been speculations that online education will replace the conventional form of education in a very few years and therefore it is very important for professionals to upgrade themselves with the recent technological trends and the trends in online class room facilities. The most important aspect of online education is that the ready availability of the internet makes it easy for the students to reach out to academic professionals as per their need and that is very important for carrying out the process of online learning irrespective of the times and distance. However, I believe that it is important for any individual belonging to the academic profession to get well customised with online training and online classes as the internet is the key to the future of education. This quality demands the ability to get accustomed to new friends quickly and that is is very important in the field of academic professionalism. Therefore it is important that professionals who belong to the field of academic and education take up this new trend as early as possible and widen the horizons for new learners across the globe.
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