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Executive Summary
The report has shown reflection using different examples related to academic and employability skills. The report showed that willingness to learn can help me in improving my knowledge and skills to excel in personal and professional life. Employability skills are the skills that students need to develop for working well with other people. Academic skills are the skills that individuals need to excel in studies like academic writing.
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[bookmark: _Toc60691157]Introduction
To become a part of the skilled workforce and global talent, the most essential part is an in-depth focus on employability and academic skills. The report will be based on a reflection on academic and employment skills. The main focus of this report will be based on Gibb’s Reflective Model, as it will be used for reflective on these skills. Cover writing, CV writing, time-management skills and critical thinking skills will be mainly reflected in this report. 


[bookmark: _Toc60691158]Reflection on academic and employability skills 
Businesses and careers are mainly shaped by employability and academic skills, as these skills play integrated for doing so (Rao, 2014). Across the different geopolitical regions, the free flow of talent is enhanced by the globalization irrespective of their lifestyles, culture and language differences. These facts increase the completion of being employed from the earlier days (Dunin-Dudkowska, 2019). Time management, communication, presentation, and writing skills are some of the academic skills that help the students in shaping their bright future. Teamwork, communication, critical thinking and problem-solving skills are some of the employability skills that are crucial to enhance the employment opportunities from different business communities (O’Connor and Bodicoat, 2017). For reflecting some selected academic and employability skills, Gibb’s reflective model would be applied, where the model will reflect the experience in the six phases including description, feelings, evaluation, conclusion, and action plan (Grissom et al., 2015). 
[bookmark: _Toc60691159]Time management skills
The most vital process of organizing and planning the time for completing a task is known as the time management process and the skills of managing time for the same is termed as time management skills (Al Shalabi et al., 2013). Good time management skills make an individual work smartly and finish the work on time. I had a task to finish the written work within the three hours and also had to manage the time within this three hour to draw some innovative sketch on the current scenario of the market (Dunin-Dudkowska, 2019). This task had to lead me towards an interactive work but had also pushed me in a difficult situation where I had to manage the time for both written work as well as for sketching work. I was not much prepared for the sketching work as I had no such idea about the topic of the task (O’Connor and Bodicoat, 2017). This task made me angry once because I had no much time left for the sketching work as per my time management plan (Sekarwinahyu et al., 2019). I felt that I can do this work within the time by cutting more time from written work, as my written skills are very great and effective that made me faster to write on any topic (Grissom et al., 2015). I had finished the work within the time that has increased my motivation and has also increased my confidence because of my time management skills. This task has informed me that you have to be prepared for your best whatever the topic is no one can stop you. Through this task, I learned that I have developed a way of managing time and work, which would be very essential for my future work. It has observed that time management skills increase the opportunities for an individual for its future (Nägele and Stalder, 2017). If in the future I will get the same opportunity, I would finish the work faster by utilising the skills developed from the task and would also utilize knowledge gained from completing the task. I have also developed an action plan for improving my time management skills, where I will learn about how to delegate the work and tasks as per the time and responsibilities. 
[bookmark: _Toc60691160]Reflective writing skills
Reflective writing is writing our experiences, opinions, events, or new information. It is used in academic writings. In this, I reflect on the topic on which I am thinking about (Foong et al., 2018). This topic was so Reflective writing is explaining our response to experiences, opinions, events or new for me as I had never written about reflective writing but as I researched about this, I get to know the about reflective writing better it took time but gradually I learned how to write it (Sekarwinahyu et al., 2019). But when in college I had given to write reflective writing, I was not able to write reflective writing properly as I was writing this for the first time, I forgot some important points to write due to which I didn’t do well and it reduced my grades. But after writing I got to know my faults and I knew how to write them properly (Cahusac de Caux et al., 2017). It encouraged me to think about my personal experience. It is very helpful for students like me as it helps me to think about myself and also in exploring my learning capabilities it allows me to gain self-knowledge. Reflective writing skill is very important in employability skill (Nägele and Stalder, 2017). Through this task, I have achieved clarity and a better understanding of what I am thinking and learning it also has enhanced my writing skills. While writing this I have to make sure that why I am writing, how do I feel about what I am writing, my emotions while writing and how efficient or capable I am at writing reflectively (Al Shalabi et al., 2013). Through this task, I have learned so many things like whenever I have to write on any topic, I must understand the topic well and think deeply so I can write to the fullest of my knowledge about the topic I am writing about. It has boosted my confidence and also helped me to learn from my own experiences. After being able to write reflectively it has been very helpful for me as it has increased my employability skills which will further help me.
[bookmark: _Toc60691161]Analytical and Critical thinking skills
Analytical thinking is a mental process of breaking down complex information into smaller parts and Critical thinking is the mental process of making logical judgments that are well thought out (Craven, 2016). With good analytical and critical thinking, I can become more efficient in solving problems and making logical decisions. It will help me in tackling the situations (Tawanwongsri and Phenwan, 2019). By learning these skills, I can increase my thinking skills; I can be more focused on my goal, and can achieve my goal in a very planned manner or step by step. 
These skills are very helpful for me because I get confused while making decisions about my future these skills will help in making me more confident about the decisions that I have taken for myself (Cahusac de Caux et al., 2017). Analytical thinking skills make me stronger enough in resolving problems. In college, there are various situations where I have to take big decisions about my future and by learning analytical and critical thinking, I can make decisions and tackle problems of my own. This has helped me in finding solutions to common problems and in making strong decisions, understanding problems, and analyzing situations (Craven, 2016). I have learned analytical and critical thinking skills and it has increased my communication skills, creativity, and critical thinking and these skills will help in choosing my career.     
[bookmark: _Toc60691162]CV Writing skills
CV is the most essential part for an individual to participate in the job interview, where the history of qualification and professional life is highlighted (Al Shalabi et al., 2013). CV is a detailed document of highlighting professional experience and history. I had the task of writing a CV. Writing a CV is a very easier task but making it effective and efficient is very difficult. I am not such good in CV writing because I have not such knowledge about CV writing. CV writing includes lots of points and facts that must be considered in the CV for making and effective and efficient (Kurec, 2014). This was the first time I was writing CV professionally. There are lots of things that must be considered, these facts and things have confused me regarding what should do. I felt that I cannot complete this task but later help from one of my colleagues was very helpful and effective to finish CV writing work (Foong et al., 2018). I wasted lots of time searching for the things that must be included in CV but did not found the writing part. The initial stage of CV writing was very easy for me but after that, this task had become the most difficult task for. I have found that CV writing is not much easier task as it looks. I wrote the CV as per the guidance I found from the internet that was not such effective and this would reduce my marks. Therefore, I was very upset and felt negative about my CV writing skills. I found that I have to develop my CV writing skills and had to manage the ways of CV writing. This task has acknowledged me that CV is the part of your professional life and it must be neat and clean that would represent the whole journey of an individual’s qualification as well as a profession (Ozyilmaz and Taner, 2018). I found that I have to develop my CV writing skills and for that, I had made an action plan. In this action plan, I have decided to make 2 CVs daily whether it could be mine or could be of any person would match it with the professional CVs for finding the mistakes. 
[bookmark: _Toc60691163]Cover Letter Writing Skills 
A cover letter provides background information related to the job profile. It is also a crucial academic skill (Trueman and Hartley, 2012). This shows the level of impact that is provided by the person who will be interviewed to the interviewer. A poor cover letter negatively impacts on interviewer related to the interview. I had the task of writing a cover letter, but I am quite good at writing a cover letter because of this skill I finished the work within the set time and also made a very effective cover letter. I had practised a lot for improving my cover writing skills instead of CV writing and because of this, I have developed my cover writing skills. When I get this work I was very excited because cover writing is my strength (Cahusac de Caux et al., 2017). I felt that I would finish this work before the set time and I also did that. This has increased my confidence and motivated me to improve my skills. I know this very well that what must be included in a cover letter and where it must be placed. I decided to structure the whole cover letter as I had practised and learned (Trueman and Hartley, 2012). The most impressive and positive thing in this task was my confidence in finishing the work before time and my confidence in my improved academic skills. Through this task, I have learned that cover writing is also the part of academic skills but must be written very effectively for impressing the interviewers. I have also developed an action plan for developing my cover letter skills. In this plan, I have decided to focus more on the minor difficulties by using the online tools. I would also practice different kinds of cover letters for improving my cover letter skills. 

 
Conclusion 
It can be concluded that this task was very effective in learning about the importance of skills development and also dimension of skills in this competitive world. I found that there are many skills on which I have to work and also realized that employability skills are the extended part of the academic skills. I found that Gibb’s reflective model was very effective for describing the experience very effectively in the reflection format. I have observed that developed academic and employment skills are very important for every individual to getting a better professional life.  
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