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[bookmark: _Toc47557912][bookmark: _Toc47558325]Introduction
Academic skills are the set of core skills namely paraphrasing, note taking, researching, referencing, report writing, etc.  which foster more skills to develop students with attributes like problem solving, effective communication, critical thinking and analysing, reflective practice, etc. (Early et al, 2007). According to Singh and Singh (2019), Employability skills requires to compete in the intensely competitive job market where employees with diverse set of employability skills like time management, communication, teamwork, problem solving, leadership, perseverance and motivation, confidence, and pressure handling capacity/ skills are more likely to be hired. So, to get an edge over such competition employability skills, along with the academic skills are required. Currently I am working as a care assistant where I teach disable children life skills like time management, communication skills and time management. Simultaneously I do work with colleagues to establish and execute care and development plan. As part of my academic tasks in this report, I am going to present the academic and employability skills I have from my previous academic knowledge and workplace experience. 
[bookmark: _Toc47557913][bookmark: _Toc47558326]Analysis of Academic Skills
Academic skills make students more efficient, give confidence and help them fulfil their courses effectively; otherwise, students may fail or fall behind to succeed their academic criterion. Some essential academic skills are paraphrasing, note taking, referencing, researching, report writing, etc. 
[bookmark: _Toc47557914][bookmark: _Toc47558327]Paraphrasing Skill
Paraphrasing requires the given text or speech to be rephrased into one’s own words but the meaning of the given sentence should be intact in the paraphrased one (Kulhavy and Heinen, 1977). By paraphrasing given contexts, one can clarify with simple presentation of a complex idea or information. Paraphrasing is important because it expresses how well one has understood the source and one can use source material easily for research paper if has excellent paraphrase skill. Students and researchers paraphrase authors quote, context, speech when preparing their reports to avoid plagiarism limit. But it’s not always to use paraphrase effectively for students like me because students may not be able to distinguish whether it is to be credited to an author or it’s a common knowledge. So, to be sure of whether the recorded and integrated idea to be considered as my own or credited to the original author, I need to analyse ideas, recheck, reformulate and examine against or integrate with already possessed ideas and beliefs.
[bookmark: _Toc47557915][bookmark: _Toc47558328]Note Taking
Note taking refers to the practice of jotting down information from other sources following any systematic way. Taking notes help a writer record the essence of a given context, lecture or speech and he is free to move without recalling everything he learns. To successfully complete graduation program, it is important to take good note in academic session, outside the classroom. Devi (2012) claimed that one who takes note in the classes are likely to be more focused, attentive and better understand the concepts are undertaken by the teacher. Regular note taking helps me improve my listening skills, comprehending skill and retention. 
[bookmark: _Toc47557916][bookmark: _Toc47558329]Referencing
When a student is to write an academic report, article, essay or other academic works, he must refer the books, journals, articles he has studied and the websites he has visited. Referencing gives the way of acknowledging others’ contribution to my project, according to Varga (2011). For this, university students require to have proper citations if students use contents, ideas or words from others’ work. Moreover, referencing helps to provide evidence supporting claims or assertions in my own works. When I am using accurate references in my work, the readers must perceive that I am aware of the field I am working. 
[bookmark: _Toc47557917][bookmark: _Toc47558330]Researching 
Research is a systematic work regarding an issue or concern to create new knowledge or develop new uses of existing knowledge. McIntosh (2008) mentioned that for academy purposes, students need to conduct academic research. So, research and its required skills are must in higher education. Event research skill is considered as one of the most fundamental skills required by the students. Even for the first-year students research is a must to write an essay. To inform action, a high-quality research can help to develop knowledge that can be used outside the research scope. Students including me who are not familiar with researching or new in this field may face difficulties in topic selection, choosing methodology as have no knowledge in research, lack of related and specialized, reliable references. 
[bookmark: _Toc47557918][bookmark: _Toc47558331]Report Writing
Academicians often ask students to submit reports not essays. Reports are written maintaining a formal structure compared to the essays and it conveys a clear-vivid purpose to the target audience. These reports are prepared based on the findings of study, survey, experiment conducted following specific research method.  M and Rajasekaran (2018) stated research writing as an unusual skill and it can help one in present and future to develop career. Report writing helps the students to communicate the findings, problems in details to the teachers. Students who are highly expert in report writing will enjoy an edge in the job market as they will be highly competent to identify communicate company information, problems to the company management. I face problems in report writing because there's no unique format to be followed, poor English skills, poor IT skills, etc. 
[bookmark: _Toc47557919][bookmark: _Toc47558332]Analysis of Employability Skills
M. and Rajasekaran (2018) explored that the employability skills possessed by a graduate determine his professional growth. Employability skills are the skills an employee must possess to be employable. In general, employers outline a set of soft skills that are required along with the subject knowledge and technical expertise an employee should possess. Employers looking for these skills beyond regular, specified educational qualifications and work experience. As I am working as a care assistant, I must maintain a friendly approach, good sense of humour, respect to others, high level of patience, teamwork with other care professionals, communication, and ability to handle pressures in time, etc. And all these have helped me grow with some important employability skills namely communication skills, teamwork, time management, problem solving ability, perseverance and motivation, and leadership ability.
[bookmark: _Toc47557920][bookmark: _Toc47558333]Communication Skill
Donohue et al (2009) claimed in a study that the poor communication skills of the graduates are minimizing employment opportunities and it’s become a great concern for the educated youth. They also mentioned that communication skills as the core of employability skills. As I am working in a care home as care assistant, I need to communicate with my audiences- both verbally and non0verbally as most are the disable children here. I use tech-based communication medias like presentation via slides, video making and audio recording. All these have helped me possess excellent communication skills to communicate effectively to my clients. 
[bookmark: _Toc47557921][bookmark: _Toc47558334]Teamwork
Teamwork is a collaborated effort from a group of individuals who work together to achieve a common goal(s). Pace (1995) remarked focusing on the importance of teamwork that in this rapidly changing tech-based workplace organizations without team effort, depending on the individual's skills cannot succeed sustainably. In my workplace, a care home, I need to work with other care professionals as a team member to initiate, develop and execute care activities and development plans for this organization. Working as a team member, I have learnt how to show respect to others’ opinion, to share opinion, ideas, and feedback to others, be responsible to my role and actions in the team and to accept my mistakes to correct and learn with the help of other members. All these attributes will help me better to work with the teams in future.
Time Management 
Time management is a process that ensures efficient use of time while accomplishing a specific job. It includes a wide set of tools, techniques, skills and practices to manage time. Varga (2011) emphasized on time efficiency of the graduates in the labour market, showing how decision-making impacts on time management and work quality.  Employees with better time management can accomplish more activities within a given time span and thus, employees enjoy lower stress, more free time, learning opportunities for career growth. Employees with lack of proper goal setting, low self-esteem, low need for achievement, poor organizational skills are not able to ensure time management effectively. As a professional, I need to maintain professional etiquettes and maintain time management properly. To do this, I order my goals as priority, make decisions carefully, eliminate unnecessary activities from my schedules, and thus I ensure efficient use of my time which helps me to stay focused and concentrated to my goals, work for them, and thus to reward myself.
[bookmark: _Toc47557923][bookmark: _Toc47558335]Problem Solving Ability
This skill refers to the employee’s ability to handle complex, difficult or unexpected business situations or challenges that businesses unusually face. Organizations hire those people who are mentally so sound to tackle with the problems or challenges finding out appropriate solutions.  Tyler and Vasu, (1995) mentioned problem solving ability as the core for ongoing development, learning, and communication. Problem solving is nothing more or less what’s going on in our surroundings. It follows certain activities namely identifying problems or challenges that need to be corrected or improved, examining the reasons behind current state and factors affecting it, and identifying alternatives available, implementing the changes and observing impact and receiving feedback from the system. In my workplace I need to undergo a few unexpected situations which were challenging for me to come up with. But I had done with these problems utilizing my knowledge, experience, skills, intuition. I have learnt how to deal with such challenges to have the highest benefits for the organization as a whole, irrespective of personal interests.
[bookmark: _Toc47557924][bookmark: _Toc47558336]Perseverance and Motivation
Perseverance is an important employability skill that one should learn. Samuel Johnson (author, 1709-1784) emphasized on perseverance and stated that great deeds are performed by perseverance not by the strength. Employees who are persistent in doing their works and keep working constantly facing difficulties, time constraint are more likely to be successful. Employees with self-motivation are more likely to be optimistic to achieving their goals. Motivational skills are the actions that can elicit desired response, behaviour or actions from employees. Fowler (2019) urged that employees employ motivational skills while to interact with customers, suppliers, subordinates and others to persuade them so that they behave favourably for the organization. In my workplace, I have been trained through several workshops, employee development sessions to know how to motivate my team members, persuade the children whom I need to care to learn, to live the life fully. I have learnt about motivational factors, theories to motivate people surrounding me.
[bookmark: _Toc47557925][bookmark: _Toc47558337]Leadership Skill
Employers seek graduates from the labour market with leadership skills or potential so that these employees can be the leaders in future. It is not necessary that organizations need to be long-term focused even short-term oriented organizations need to have employees with leadership skills to have successful team results. Huff (2014) described how leadership helps businesses to prioritize tasks focusing on their role in organizational success. Leaders motivate, guide, stimulate employees to get employees more work-driven so that organizational resources – both human and non-human - can be used more efficiently. I have been experienced and learnt about leadership roles, skills working in the care home. As part of leadership skills, I need to play certain role namely interpersonal roles, etc.  to guide employees, team members effectively. 
[bookmark: _Toc47557926][bookmark: _Toc47558338]Conclusion
In this report I have described me in terms of academic and employability skills I possess through my academic and work life. As a university student I need to have some essential academic skills. These skills are must to successfully pass my graduation program. Employability skills are important for the graduates in the labour market as employers are looking for employees with these diverse set of employability skills. Working in a care home, I have found my great strength in communication skill, teamwork, time management, and leadership. To be an efficient one, I have to come up with other skills too.
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[bookmark: _Toc48083460]Introduction
Reflection can be described as the procedure to critically analyse the deeds a person has committed (Kathpalia, et al., 2008). The purpose of critically looking back at the deeds is to figure out the efficacy of the practices. By doing so, an individual can find errors in what that person is doing and rectification of the error leads to better outcomes. Reflection is incessant testing that aims to abridge the gap between practical and theoretical knowledge (Evans, 2003). However, the reflection should be systematic. Many models can be used for reflection. In this report I will use Gibb’s Reflective cycle to depict about paraphrasing, summarising, referencing, CV writing, and public speaking. There are six phases in the aforesaid cycle. I will describe each of them in this report. 
[bookmark: _Toc48083461]Description
I have learned about paraphrasing and I have realized the significance of paraphrasing. I have realized that I can paraphrase systematically by using eight steps. I have also realized that to make the paraphrasing accurate, I need to comprehend the idea expressed by the author. Bailey, (2011) opined that paraphrasing is an important academic skill because paraphrasing students can express someone else’s idea with their perspective. I have also realized that during paraphrasing, I need to assure you that I do not drift away from the precept of the author. Besides I need to provide references to elevate the credibility of my writing. I have also realized the difference between paraphrasing and summarising. Ken, (2020) explicated while the motto of paraphrasing is to describe the writer’s precept using an individual’s understanding of the precept, summarising is about extracting the core idea from the writing and illustrating the facts. I have realized that summarising is also an important academic skill because as a student sometime I may need to take ideas from different documents and find the relation between the idea. Besides I have learned that the practice of paraphrasing and referencing will help me to elevate my writing presentation. Flick, (2019) expatiated presentation is a crucial employability skill to have because professionals need to transfer the idea to the people they are working with. When it comes to employability skills, I have learned the importance of CV writing and Public speaking. I have apprehended that a CV portrays me to the recruiter and that is why it should be well written and precise. I believe I can use my knowledge of summarizing in CV writing because in CV writing I need to be brief yet precise. I have also learned about the significance of Public speaking as it elevates communication skill which is an important employability skill. 
[bookmark: _Toc48083462]Feeling
I very much liked paraphrasing exercise in the class. The exercise made me paraphrase different sentences and detect sentences that are close to the given sentence. After participating in the exercise, I not only paraphrased some sentences by myself but also came across some already paraphrased sentences that helped me to detect the pattern of proper writing. From the class, I have also realized that the conversion of parts of speech or sentence structure can be helpful in this regard. Honestly, I have overlooked this simple trick before. 
I have also learned about some tricks about summarising. I used to overlook the length of original writing that I would be summarising and that is why in the past the summary I have written in the past used to be a bit lengthy. Now that I have known that the summary should be 1/3rd of the original writing, I believe I have to do more extensive research on the main idea that the original writing is trying to portray. 
Though I have used reference many times before I was quite not sure about the importance of referencing. Now I have realized that referencing ensures the credibility of the writing. Credibility is an important issue for both an academic and professional perspectives. Because I now believe claims in any form of writing should be backed with solid evidence and referencing ensures the backing in this regard. 
From this module, I have realized that I am a brand. Like any other brand, I need to offer something unique to the customer i.e. employer in this regard. Therefore, I have apprehended that to get the attention of the employer I need to illustrate my skills, experience, industry-related knowledge in terse to get the attention of the employer. I have also realized that employers come across many CVs at a time and that is why CVs need to be short yet informative enough. Black, (2001) opined that CV should start with a personal statement that should align the candidate with the applied job responsibilities. 
I have also realized the importance of Public speaking because of Public speaking aids in removing the inertia from the talking. Being a health and social care student, I believe Public speaking will play a crucial role in my professional career as I have to talk with not only patients but also numerous professionals. 
[bookmark: _Toc48083463]Evaluation
Before doing this course, I never used any systematic approach for paraphrasing and summarizing. The course introduced me Eight steps for paraphrasing and general guideline in summarising. I have now realized the importance of a little bit of brainstorming before writing a summary and a paraphrase. I have realized that in paraphrase writing I have to apprehend in the idea of the article and then explain the idea where in case of summarizing I have to identify the main points of the article and then briefly opine the idea. Taylor, (2015) explained in the case of either paraphrasing or summarizing, the writer has to ensure not to change the meaning of the actual writing. 
From this course, I have also learned about Harvard referencing type. But from doing some further research I have also learned about some other style of referencing such as APA, AMA, etc. I have also learned that I can avoid issues such as plagiarism, Collison, etc. by proper referencing. Referencing not only helps in contextualization but also in backing the claim. The workshop also aided me to a great extent in learning proper referencing. Hill, (2013) opined that referencing is the proof of authentic research and also allows someone to check the original source of information.
From this module, I have realized that CV should be brief yet informative because the job market is becoming more and more competitive day by day and employers these days come across a colossal pile of CVs. That is why I need to prepare my CV in a manner that aligns with the interest of the employer. Manuel, (2015) indicated that many candidates do not make it to the shortlist because they fail to portray their skillsets to the recruiter.
I have also apprehended the relevancy between health & social care and Public speaking.  Alison, (2019) explicated as public speaking deals with transferring information it can be deemed as a process to improve communication skills. As I am a health and social care student, I firmly believe that in my professional endeavors I will have to participate in numerous teamwork. Besides, I will have to interact with care receivers where the practice and learning of public speaking will aid me to amass information. 
[bookmark: _Toc48083464]Analysis
I have comprehended that during summarisation I need to focus on the main idea that the writer is trying to portray. I have realized the simplest way to extract the idea from writing is to apprehend the context. However, I need to make notes from the writing because otherwise, I may drift away from the actual context. I have also realized that I can introduce my readers with the context by stating the context of each paragraph at the beginning of each paragraph. I have also realized the efficacy of writing not only depends on grammar, spelling, context, etc. but also on the flow of the writing. That is why I need to prioritize the idea I am going to write about.  I believe these simple tricks I can also use with paraphrasing because even in this case the core intention is to get the idea across but in a more descriptive way. I have also realized that when I am talking about an idea that I have collected from other sources I need to give credential to the source because readers might as well be interested to read the actual source. 
In the case of CV writing, I believe I have used a wrong approach so far. In the past, while making CV I always put information in chronological order. However, I recently have realized that employers are more interested in knowing my last information and that is why I need to put the latest information first. I have also apprehended the importance of customizing personal statement.  Rolf, (2020) opined if the CV has words that match with the words in Job ad, the likelihood of making it to the shortlist elevates and that is why CV customization can also be deemed as a crucial employability skill. 
Being a health and social care student, I know the importance of communication in this industry. But honestly, I have never thought of public speaking as a medium of improving my employability skill i.e. communication in this context. Now that the purpose is clear, I believe I can use the class presentation as an opportunity to elevate my public speaking aptitude. 
[bookmark: _Toc48083465]Conclusion
From this module I have learned that paraphrasing and summarizing will improve my academic skills. But I also believe that even in my professional career I may have to write different reports. I believe under such circumstances the tips I have gathered and the practices I have conducted will assist me preparing an effective credible and informative report. As a future health and social care professional I may also be asked to prepare report which I have to carry out research for. Under such circumstances I can also use my knowledge on referencing that I have learned in this course. 
I have always known CV is my first interaction with the recruiter and therefore I need to prepare it well. However, now I realize I was taking some ineffective approach while preparing my CV. I have learned the importance of customizing personal statements, using keywords in CV, placing the latest information first, etc. I believe from now on I have a better chance of being called for an interview. 
To be honest, I feel nervous always about public speaking but from this module, I have learned how public speaking can help me to transfer the idea across. I have always thought Public speaking requires a large audience. From this module, I have realized that even a class presentation is a form of public speaking. 
[bookmark: _Toc48083466]Action Plan
My plan to improve my CV writing is to use the learning that I have gained from this module. My plan is also to read the Job circular well and identify the keywords and then use those keywords in my CV. I believe by doing so I will improve my employability skills and the chance of being employed. I am also planning to expunge redundant information to make my CV shorter. 
Now that I know class presentations can be used to improve public speaking, I am planning to take advantage of such situation. To do so I am planning to ask my friends to play as an audience. I will deliver a speech regarding health and social care in front of them that will be followed by a Q&A session. I intend to improve my public speaking in this way.  
To improve my summarisation skill, I am planning to read more books. While reading books I will make note of the important idea. I am planning to use a notebook where I can record the idea for further use. During reading, if I like any topic or paragraph, I will read them with more concentration and then I will try to write it using my words. In this way, I can improve my paraphrasing. 
To improve my referencing skills, I am planning to roam in the referencing websites so that I can learn about different types of referencing. I can also save the documents that I was provided in the workshop for further use.
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