







Academic and Employability Skills 


Table of Contents
Introduction	3
Main body	4
Conclusion	11
Reference list	12




[bookmark: _Toc57123793]Introduction 
Academic skills help to enable students in pursuing high learning experience without including any remediation. Employability skills help the students to develop their career through utilising the academics with the context of their work. The reflective writing on the academic and employability study skills is based on using the Gibb’s reflective cycle. Gibb’s reflective cycle can be defined as structuring the learning from self experience (Harerimana, 2018). The academic and employability skills that included in the writing are analytical thinking, cover letter writing, CV writing, giving PowerPoint presentation and reflective writing. 

[bookmark: _Toc57123794]Main body 
Analytical thinking 
Description 
Analytical thinking can be defined as the mental process to break down a comprehensive data or complex information within the smaller parts (Sitthipon, 2017). I can say that analytical thinking can help me to solve various complex situations in the academic and employability life. 
Feelings 
While learning about analytical thinking I had an interesting feeling. This topic was not much known to me. Through the teaching of this terminology I have been able to develop my several skills that are incorporated in the analytical thinking process. Through the study I learned that how much complex the topic is and why it is needed to acquired properly. 
Analysis  
Within the process of analytical thinking learning, teacher included different tasks in order to enhance the skills. Teacher divided us into three to four people group and we asked each other several interview questions. Through performing those tasks the skills of analytical thinking was practiced. The positive affect of analytical thinking is that it helps to solve several problems of mine. It has also positively helped me through providing methods of analysing, tackling and sorting new information, problems, ideas and solutions. The learning and negotiation of these skills has also helped me to be a better thinker, communicator and creator. It has also positively helped me to solve various problems in my academic life efficiently. 
Evaluation 
Through the usage of analytical thinking I have been able to incorporate several benefits within my life. The analytical skills have made me more marketable. The analytical will also help me in my job life through the improvement in critical thinking abilities. It will provide me the benefit of scoring the perfect designation in professional life. Another benefit of analytical thinking skills are that it will make me a better problem solver. Through tackling the cognitive challenges with ease it will help me to solve any problem (Ceyhan et al., 2019). 
Conclusion 
It can be concluded that I have been able to solve many problems easily in a critical situation. It has also helped me to tackle several new situations with competence. 
Action plan
I will include several activities in order to improve my analytical thinking skill ability. The analytical thinking skills can be enhanced through playing brain games like chess, Sudoku, crosswords and many more. I will join a book club to read several things as reading can enhance our cognitive abilities.     
Cover letter writing
Description 
Cover letter writing is an academic and employability skills that has been taught to us in the class. I can say that cover letter writing is an important skill that must be learnt properly. A cover letter can be described as a professional business letter which can be considered as the introduction as accompany of CV to the employer (Secretariat, 2017). 
Feelings 
Learning the cover letter writing is one of the unique experiences for me. Before the class when it was taught I did not have much knowledge about this terminology. Through the class I learnt that only CV is not enough to provide brief information about me to the employer. The skills and acquired experience of mine needs to be elaborated to the employer more accurately. 
Analysis 
The positive aspect of writing a cover letter is that it gave me the opportunity to introduce myself to the prospective employer. It gave also affected me positively to summarise to the employer that why I am suitable for the offered job role. It also helped me to describe my previous job experience rather than only providing the information. It also positively helped me to describe my skills and abilities will help to fulfil the organisational needs. 
Evaluation 
Writing a cover letter incorporated some benefits for me. Through writing a cover letter along with the CV it provided me the benefit to draw the attention of the employer (Hirata, 2019). The cover letter also benefitted me through enticing and tantalising the employer to look at my resume as it emphasises on the positive side of mine. Through the cover letter I have also been able to detail my previous experiences in an area and provided the brief to the job role and position I want. It also benefitted me to explain to the employer that why I am interested for the offered job role. 
Conclusion 
It can be concluded that I have been able to write a cover letter more properly and accurately. I also got the proper idea of how to write a cover and why it is much important to attach with the CV. 
Action plan 
I will write a cover letter in a business style to be more specific about my skills and experiences. I will keep the sentences short and evidence focused for the skills that the employers are searching for. I will be more specific about the contribution of mine in any team role. 
CV writing 
Description 
CV writing is also one of the most important academic and employability skills that have been taught to me in the class. The term CV stands for curriculum vitae. CV can be described as a document that aims to convince the employer through describing who I am and my qualification. The CV will also help me to describe about my skills that will make me worthwhile in order to offer me the proposed job role or to proceed further for the formal selection process (Roos, 2018). 
Feelings 
While learning about the CV writing I had thinking that I acquire the basic knowledge about the CV writing process. However, with the progression of the further class I realised that the basic knowledge of writing the CV is not enough in order to produce a proper CV that will impress the employer. 
Analysis 
It can be said that CV is all about creating a personal brand for me along with including several attributes. Several headings like knowledge, skills, attributes and other things can be used in CV. Including these attributes will create a positive impact on the employer through providing them the basic knowledge about the education and acquired knowledge of me. The employer can evaluate me if I am enough competent skills for the offered job role. 
Evaluation 
A professional and properly written CV can help me with several benefits. I can be benefitted through a professional CV as it can put me in a right frame of mind according to the job I am searching for (Wang et al., 2017). It can also provide the benefit of feeling confident in front of the employer. Through incorporating the work experience in the CV I can represent my professional self to the employer as well and the worth of my past knowledge and skills can be presented in front of the employer.  
Conclusion 
I can conclude that a properly written CV can catch the eye of the employer. The employer can evaluate my skills at the first place through the CV. It can be used as the reflection of my acquired knowledge, skills and experience in front of the recruiter. 
Action plan 
I will try to format my CV in a more professional way and will do a research before writing any further CV for any job role. I will include more concentration on spellings. The CV will be made of two pages. The key words will be highlighted through bold, italics and underlines. I will use bullet points in order to provide key information. 
Giving power point presentation 
Description 
PowerPoint presentation is an important skill in academic and employability life in order to be proficient in presenting my ideas and perspectives. PowerPoint presentation is generally given on several business and educational informal purposes (Thomas et al., 2019). I have made PowerPoint presentations that are comprised of slides. The slides include text, related images with the text and other media sources. 
Feelings 
I remember the day when this terminology was taught in the class. I was confident that I know much about the topic. I also had the feeling that I can create and provide a proper PowerPoint presentation. However, along with the progression of the class I realised that there are several techniques and methods that are needed to be acquired to present a proper PowerPoint presentation. 
Analysis
Through learning how to provide a proper PowerPoint presentation I acquired some positive affects in my academic and employability life. The positive things that are learnt through me know how to be prepared for the presentation along with I learnt the practice of turning my mobile phone off before the presentation. I also learnt about the needed body gestures and the amount of handouts that can be used in the presentation to the audience interested. I also learnt that questions should not be taken while presenting. Learning all these made me possible to include positive activities in the presentation.  
Evaluation 
Through learning the proper way of PowerPoint presentation I have been able to include several benefits within the process of presenting the PowerPoint. The appropriate usage of PowerPoint presentation has benefitted me able to enhance the learning and understanding style through the visual presentation (Ghaus and Faruqi, 2017). It has also been able to present my gestures within the presentation in a proper way. The professional way of presenting the information has also been able for me in order to be efficient in providing the information of the selected topic. Through learning the PowerPoint presentation properly it has also benefitted me to speak clearly and distinctly to the audience.  
Conclusion 
I can conclude that through the PowerPoint presentation skills I have been able to more efficient to present my ideas in a visual way. Through the visual presentation the topic has been made clearer to the audience easily. 
Action plan 
I will try to be more specific about the topics in the PowerPoint presentation and will do more research before providing any information in the presentation. I will try to not to turn my back to the audiences. I will practice more on giving PowerPoint presentation.    
Reflective writing 
Description 
Reflective writing is an important terminology in the academic and employability skills that have been taught to me in the class. Reflective writing can be described as the evidence of the reflective thinking. I have learnt the reflective writing based on the three frameworks like Gibb’s Reflective Cycle, Kolb’s Experiential Learning Cycle and Driscoll’s Model. 
Feelings 
 I can say that learning the reflective writing has been a unique experience for me. I was not much familiar with this topic before it was taught in the class. I can say that there are several new topics and theories that I learnt through the topic of reflective writing. Reflective writing has helped me to experience my learning in structured way. 
Analysis 
I have learnt writing the reflection through the usage of three models like Gibb’s Reflective Cycle, Kolb’s Experiential Learning Cycle and Driscoll’s Model. Gibb’s reflective cycle helped me to structure my learning experiences in six significant stages like describing the topic I learnt and then the feelings about learning the topic (Ahmed, 2020). Then I evaluated the good and bad experiences while learning the topic along with analysing the positive and negative impact of that topic. A conclusion is made and then I planned my actions in order to be more competent in the skill. Kolb’s Experiential Learning Cycle helped me positively to structure my experiences through four distinct ways like concrete experience, reflective observation, abstract conceptualisation and active experimental (Moorhouse and Jung, 2017). Driscoll’s Model helped me too positively to learn the reflective writing through questioning what, so what and now what (Driscoll et al., 2016). 
Evaluation 
Through learning the terminology of reflective writing I have been benefitted to identify my tacit knowledge along with the gaps within my knowledge. It has also benefitted me to surface the rhetorical along with writing my learning experiences through various situations in a concrete and structural way. It has also benefitted and encouraged me in the growth of a working professional.  
Conclusion 
 I can conclude that I have been able to write my learning experiences more properly in every situational context. I have also been able to examine my acquired knowledge in the respective manner. Reflective writing has been made me efficient in self-evaluation. 
Action plan 
I will try to write more reflection writing in order to be more efficient to evaluate my knowledge. I will plan a proper schedule and topics and in order to create an reflective writing on learning several terminologies.

[bookmark: _Toc57123795]Conclusion  
It can be concluded that the study is based on several academic and employability skills have been practiced and taught throughout the academic life. Five types of academic and employability skills have been mentioned and described through the teacher in the class. The reflective writing has been done through the usage of Gibb’s reflective cycle in order to structure the learning experience. Every skill has helped to acquire and enhance different types of knowledge and competency in the academic and professional life. The proper usage of the skills can help to represent people with reflecting their capabilities.  
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