


Abstract
This report presents academic and employability skills, which are crucial for entry-level job positions. The workplace expects the universities to impart outcome-based education (Rasul, Abd Rauf, Mansor and Puvanasvaran, 2012). Education needs to develop the personal and interpersonal skills of the students. Employers acknowledge that they will have to complement academic knowledge with training and development at the job. However, they prefer a low Skills-Gap (acquired skills versus required skills) to a high Skills-Gap (Robinson, 2000). Therefore, the job market has concerns about the skill set the students will bring to the workplace. The educational institutions have the responsibility to inculcate employability skills in the students (Cassidy, 2006). This report follows the Baud’s triangular model for reflective thinking.
Literature Review
Researchers have identified some critical employability skills through their work. In 2011, the SCRE Centre (University of Glasgow) researched the employer's perceptions of employability skills for fresh graduates. The SCRE identified that merely technical knowledge is not enough for the job aspirant. The employers assign equal (if not higher) weight to critical thinking, collaboration, communication, administrative skills, and solution-oriented approach. The SCRE researched nine entities across diverse sectors from local ownership to multinational companies under public/private ownership (Lowden, Hill, Elliot and Lewin, 2011). 
Another study defines three stakeholders for employability skills. That is the graduates, the faculty, and employers. The study follows a triangular approach to measure the response of 47 items across 8 dimensions of the employability skill set. The study highlighted an across-the-board consensus that leadership and employability skills are essential for the job market. It also highlighted that the job market does not welcome underprepared graduates (Rosenberg, Heimler and Morote, 2012).
Some of the studies have categorised and listed essential employability skills. For example, Dr Jacquelyn P. Robinson has identified three categories, namely basic academic skills, higher-order thinking skills, and personal qualities. Robinson has elaborated the academic skills into mathematics, science, reading, writing, listening, and communication. The basic academic skills culminate into higher-order thinking skills by learning, questioning/reasoning, and then applying creativity to solve complex problems. The personal qualities enable the new entrants to be adaptive and flexible. Responsibility, learning ability, initiative, leadership, professional look, team management, and integrity are the foundation stones (Robinson, 2000). The study covers the Alabama region.
Venetia Saunders and Katherine Zuzel have researched biomolecular science on the perception of employers and students about employability skills. The study revealed that technical knowledge, commercial awareness, negotiation, and networking skills are secondary to interpersonal skills like dependability, passion, and collaboration among team members (Saunders and Zuzel, 2010).
The Rationale for Employability Skill Set
We are already aware of the significance of employability skills through our personal experience, social interaction, and university-industry liaison programs. Students join the prestigious higher-education institutions for two reasons. First, they follow their passion for the subject. Second, they want to gear up for the dynamic and demanding workplace. The competitiveness within the sectors, across the sectors, country, the region, and the globe has intensified recently. With these studies, we now know that employers are looking beyond technical knowledge. They are interested in interpersonal skills stemming from academic skills. Their worst fear is a wide skill-gap. Therefore, prospective graduates must hone their personal and professional skills for acceptability in the job market.
Four Critical Skill Sets
Although past researchers have identified several skills, we can identify four skills as the distinguishing traits of performers versus non-performers. The skills are:
· time management, 
· public speaking, 
· CV writing, and 
· Paraphrasing. 
This report will critically evaluate each of them using Baud's triangular model of reflection. This model is the simplest yet the most effective method of reflective thinking. It simply states that learning comes from experience, reflection, or a combination of the two. It is an iterative process where learning leads to further reflection. It starts with what is my experience (description of the event). As I reflect upon the event, I understand them systematically. As a result of reflection, I enhance my learning with an impact on my personal and professional life. I can charter a future course of action (OpenLearn, 2021). The cycle is presented graphically as below:
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Figure 1: Boud' triangular representation			Figure 2: Key reflective questions
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Time Management
Before I studied time management (or even employability skills), I was fire-fighting most of the times. Deadlines kept on flying to my face, and I was struggling with one deadline after the other. I had no clue why this is happening to me, and more importantly, how can I get myself out of this predicament, but one thing was sure. I was not utilising my time productively, and I was inept for professional life. Then I heard about time management for the first time during the employability skills course. Out of curiosity, I started exploring the topic in advance.
I first carried out the literature review on time management to establish whether it will improve my current situation and enhance my productivity. One of the studies (Britton and Tesser, 1991) revealed that time management is a good predictor of GPA, which effectively means that good time management results in a good GPA and vice versa. Another study (MacCann, Fogarty and Roberts, 2012) revealed that time management improves GPA (the quantitative measure for academic performance) through improved conscientiousness.  
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Now the million-dollar question was, how?
As the starting point, I studied the definition of time management which is simply scheduling my activities according to priority and my energy level. I got confirmation that it will enhance my performance and reduce my stress from pressing deadlines (MindTools, 2021). Since time management is a multiple-step process (CFI, 2021), I started with the first step of identifying my activities. I listed all my daily, weekly, and monthly activities. The most time-consuming activities were sleeping, attending lectures, commuting, eating, and course work (in that order). I realised that my biological clock decides my most efficient time (that is morning time, by the way). I found out that I was working without specific targets. I learnt that my goals should be Specific, Measurable, Achievable, Realistic, and Time-Bound (SMART). For example, I will revise my course curriculum for Week 1, 2, and 3 by the end of the current week.
Then I also learnt about prioritisation. I also realised that I should plan my day by tagging the tasks as "urgent" and "important". That way, I can say goodbye to procrastination and missed deadlines. I also realised that group pressure, review of targets by close of the day, and avoiding distractions (mobile phone, unplanned breaks) was crucial for boosting my productivity. There are some great tools to simplify the process (like a Things-to-Do list, calendar, diary, or reminder software). Now I will start planning my time with a Things-to-Do List. With perseverance, consistency, self-discipline (and some failures, of course), I will incorporate time management in my daily life.
CV Writing
Every business/university student knows about Curriculum Vitae (CV). What the average student does not realise is that the CV differentiates the mediocre from the stellar. If you are casual in writing your CV, your employer will take your job application casually. If you don't promote yourself through your CV, nothing will. I was part of the vast majority because I took CV writing casually. 
As I studied the art of CV writing, I learnt that I could not distribute a template CV to all my prospective employers. I had to research the employer and the job position before applying for a job (Hime, 2013). Advertisements do mention the job responsibilities and ideal profile of the applicant. I should (authentically) match my expertise to the advertised job to convince the employer. Each job and company is unique. Therefore, my CV (and particularly the opening statement) should be tailor-made for each job.
I learnt that my opening statement defines my brand in the eyes of the employer. The first impression is the last impression, they say. I practised a few sentences to train myself on writing a concise, clear, and expressive statement. From my research, I found out that my CV should depict my academic strengths and professional experience. It is important to follow the reverse chronological order for mentioning academic qualifications, professional certifications, and professional experience. When the employer or the hiring manager is reading my CV, my image should already start building up in the mind of the reader. 
I learnt that I should also provide some of my interpersonal skills (like teamwork, collaboration, quick learning, initiative, computer literacy, time management, leadership, and solution-oriented approach). Strange enough, I learnt that I had to mention hobbies and interests also. The startling revelation came in terms of substantiating the claims I make in my CV. The personal information section, I learnt, should contain the latest information in a professional tone (no emails like dashingmaverick@mail2sky.com). The verification of information is also done by the employer from one academic and one professional source mentioned in my CV. Based on this information, I can now write a compelling CV.
Public speaking and giving presentations
Before taking this course, I did not have an iota of an idea that presentation skills are highly valued skills in the academic and professional world. It is not a career in itself for sure, but neither is any career devoid of presentation at one point in time or the other. I suffer from glossophobia - the feeling of discomfort (minimum), anxiety (medium), or obvious physical symptoms (extreme). In my case, it is limited to discomfort and anxiety, but I am not alone. 40% of Americans experience gloss phobia (Morris, 2019). So, I knew that I could improve my presentation skills by a systematic approach.
I learnt that success in public speaking comes from a technical grip on the subject, rehearsal, effective use of presentation tools and techniques, visual aids, illustrations, extempore changes, and audience engagement (with sporadic jokes). So, I incorporated all these elements in my presentation style. The most important factor is practice and rehearsal. The preparation includes audience analysis, meticulous articulation, engaging tone, interactive style, and a good sense of humour. I struggled to control my anxiety, but it kept on reducing with each rehearsal. Practice makes a man perfect, isn’t it?  
I have learnt that I should capture the audience attention through a powerful opening, followed by concise and clear messages. The audience can read out the presentation themselves. Therefore, I should impart the message directly without reading. I should take a printout of slide notes for any eventuality or stage freight. I should also recommend a further course of action for an advanced audience. Question/answer session will seal the presentation for me (Doyle, 2019).
Paraphrasing
Honestly, I hadn't heard about paraphrasing in a structured manner, although I was subconsciously and unknowingly doing it off and on. It turned out that paraphrasing is one of the critical employability skills with a caveat that blatant copying and non-citing of the original source tantamount to plagiarism. With paraphrasing, I can balance the two extremes of plagiarism and new research altogether. I must describe the ideas/conclusions of someone else in my own words without comprising the meaning of the original work. This way, I can use the existing knowledge base without being guilty of plagiarism. 
I am allowed to paraphrase using synonyms and changing word order/class. The litmus test for paraphrasing is the retention of the original message with a different structure without grammatical and spelling mistakes. Successful paraphrasing and summarising is the outcome of reading and comprehension. So, I must improve my reading comprehension skill with practice. I can produce original academic and professional essays with good paraphrasing and a plagiarism-checking tool (University of Portsmouth, 2021).

Conclusion and Recommendation
Employability skills are a critical success factor for today's dynamic workplace. Employers expect the higher-education institutions to instil technical and interpersonal skills in the graduates. They are willing to invest in training and development only when the workforce comes with a minimum set of skills. Employability skills are critical for graduates, HEIs, and companies. Therefore, graduates must develop skills in time management, academic writing, paraphrasing, summarising, referencing, CV writing, cover letter writing, public speaking, and online learning. They should do it with the help of reflective models.
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