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Term 1: Task 1
Introduction
Academic skills consist of core competencies such as presentation skills, referencing and academic writing, which furthermore underpin compound skills like reflective practice and critical thinking. Employability skills, on the other hand, are the transferrable skills required by a person to be employable (Suarta et al. 2018). The current study provides a comprehensive reflection of my academic and employability skills. I understand that academic skills are a pathway to employability. Both skill sets are interconnected with one another for career build-out. While I believe I possess some of the critical employability and academic skills, I am lagging behind in some of the areas that I wish to develop in the future. 
Findings and analysis
Use and application of SWOT analysis and PDP
SWOT analysis refers to a technique of strategic planning which is used for understanding and identifying the strengths, opportunities, weaknesses and threats related to self-development. SWOT analysis has revealed limitations and possibilities for change and has allowed me to figure out solutions to the existing problems. It has allowed me to decide on specific directions that could be most effective in terms of academic progress. The SWOT tool has been applied to my situation for determining my progress. 
	Strengths
	Weaknesses

	1. I possess strong organizing and teamwork skills. The aptitude tests reveal that I am affinitive and humanistic-encouraging. In group activities, I coordinate with other members for building on ideas. I play the role of the team leader by allocating tasks and making plans (Rowe and Zegwaard, 2017).
2. I have self-management abilities. I manage time efficiently. I prioritize my tasks jotting down the tasks I need to complete and sort the tasks out on the basis of time-sequence and importance.  
3. I am good at learning. I am very enthusiastic about obtaining new skills. I have enrolled in Assessment Centres for improving myself. 
4. I possess good communication skills. I am an active listener who pays attention to details during a conversation.  I believe I can engage the audience while discussing something.
	1. I am very weak in solving problems and conflict management. I lose nerve whenever I confront a critical problem in an activity. I steer clear of conflicts whenever there is a disagreement among the members. I restrain myself from being involved in an altercation.
2. I am lagging behind technological skills. Although I have a clear idea of the basic applications, I lack comprehensive knowledge of software use.
3. I lack analytical skills due to which I am able to deconstruct information and reach logical reasoning (Osmani et al. 2019). 

	Opportunities
	Threats

	1. I think I would be considered for full-time and part-time jobs because international employers are willing to recruit graduates having overseas skills and experience. 
2. I believe that I am employable because international companies look for candidates having intercultural competence. I am enthusiastic about obtaining knowledge regarding different culture and societies. 
3. My home country is one of the wide-reaching human capital markets that currently require talented professionals. 
	1. The number of overseas students willing to return to the home country will increase the competition among fresh graduates. 
2. The flexible immigration policies have also increased the completion and rivalry among fresh graduates in terms of getting jobs that grant them a specialized position (Gill, 2018).



Professional development plan refers to a document which provides a comprehensive roadmap consisting of skills, competencies, education and strategies required for accomplishing professional goals and excelling in career (Rowe and Zegwaard, 2017). The professional development plan will allow me to accomplish short-term and long-term objectives. By using the PDP I will be able to move into further knowledge and education and gain new skills for self-improvement. A professional development plan has been documented below featuring my skills and strategies for professional development in the future. 
	Goals
	Skills and competencies
	Activities
	Timeline

	To acquire problem-solving skills.
	1. A lateral and inventive mind-set 
2. Flexibility and adaptability 
3. Initiative
4. Agreement on monitoring and contingencies. 
	1. A Shrinking Vessel
2. Egg Drop
3. Marshmallow Spaghetti tower.
4. Debate (Koloba, 2017).
	6 weeks

	To gain knowledge in advanced computer applications. 
	1. Software running
2. Statistical analysis
3. Numeric analysis
4. a Basic understanding of coding (Cachia et al. 2018).
	1. Enrolment in workshops and classes.
2. Volunteering for tech-based projects. 
	8 weeks

	To develop analytical and numeric skills. 
	1. Critical thinking
2. Reasoning
3. Decision making
4. Logical conclusions
	1. Practicing mathematics
2. Brain games
3. Debate
4. Becoming observant
	4 weeks



Understanding of the world of work
The world of work is comprised of things with which we recognize in the professional world such as occupations, employers, jobs, employees, promotions, paychecks etc. These components are given different labels such as organizations and workers, for example. We may identify with the components of the world of war but we experience each of these very differently (Scott et al. 2019). For example, two persons working with the same organization, having the same job role, making the same wage and working under the supervision of the same manager may not exhibit similar satisfaction, optimism and sense of security. This is because they are experiencing the same things differently from one another. This explains how we perceive things and our ability to define the very own, unique work-life that allows us to reclaim our own world of work.
In recent years, the world of work is going through dramatic transitions before our eyes. While industry-specific and geographic particularities might subsist, the macro shift in the talent economy is a global scenario and applies to every sector. It requires employees and employers to reach a mutual agreement with a new organizational climate wherein adaptability and flexibility are prioritized over long-term employment, standardized roles and structured environment. The macroeconomic shift is fundamentally driven by trends that have changed the structure of work and talent: demographic changes, globalization and technological innovation (Hart, 2019). Industry leaders and C-Suit decision-makers debate regarding identifying solutions to the issues in macroeconomic climate and how these factors could affect the current world of war. The developed countries need migrants but these countries are also highly focused on reskilling and training. The current world of work has compelled employers to focus on analytical and technological skills in order to cope with job automation. A few examples of job advertisements by recruitment agencies and job centres based on the world of work are attached below. 
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(Source: http://amyhopkinsblog.blogspot.com/2014/06/job-advert-investigations-editor.html)
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(Source: https://www.ad-dicts.com/2017/06/01/01-06-2017-job-advertisement/)


The above job advertisement posted by job centres and recruitment agencies reflects on the macro shift in the talent economy and the indefinite focus on soft skills regardless of industries. The two job roles mentioned in the adverts are distinct in nature and require completely unconnected skill-sets, however, it could be seen that both the adverts have stressed upon communication skills, technological skills and interpersonal skills. I understand that the world of work today is reliant on technology which creates more employment opportunities rather than taking away. Every single sector is aware of this and has initiated the integration of technology into the core systems. Employees would not want their talent to get stuck in a system of hierarchy due to which employers understand that structural hierarchy is no longer a motive (Adeyinka-Ojo, 2018). The world of work is undergoing an evolution that could be threatening for graduates. As the job adverts indicate, most employers are interested in recruiting experienced candidates. The intermediate roles are performed by experienced professionals and the low-tier job roles are executed mostly by interim trainees. This macro condition in the world of work may increase completion among fresh candidates to get jobs. Technology seems to have a significant impact on hiring policies. The role of the human resource is undisputedly modifying the world of work and change is the new normal in an organizational setting. Managers are shifting to a transformational approach to cope with the current workplace climate. Employees receive intensive training during the process of transition so that they do not resist the significant changes in the company. The focus has shifted to employee security from job security in the new world of work (Di Gregorio et al. 2019). 
Reflection on academic progress
Before the beginning of the module, I was unfledged in self-assessment and I was ignorant of my capacities and inabilities. Before the module began I lacked self-awareness and everything was harder. I had little understanding of my competencies, behaviour, action and emotions. Before the module, I was rather sensitive to criticism and felt offended whenever I was contradicted. The lack of assessment led to anxiety and loss of morale at some point. I was an introvert and would barely interact with the other members of the team. I soon realized that I was lagging behind them in several areas that are necessary for my academic progress. Before the module, I was unfamiliar with most of the members of my team and when I was first put in a team I recoiled myself and would barely deliver an opinion. However, the module was a revelation of my competencies, my insecurities and my comfort zone. I realized that I would have to undertake challenging roles and responsibilities to match the academic requirements. I eventually developed a strong rapport with the other members of the team. 
Before the module began I was unable to manage my emotions in a positive manner for relieving stress, empathizing with others, communicating effectively, defusing conflict and overcoming challenges. I neither had the ability to discern the emotions of others. During the module, I gained a comprehensive understanding of professional communication which enabled me to interact more effectively with the other members. I was open to feedback and I considered the opinions of everyone without trying to impose mine on everybody. During the module, I learnt about self-regulation, self-awareness, empathy, internal motivation and social skills (Metilda and PC, 2017). I understood that the integration of diverse knowledge and skills could generate better results for the team. I was able to reach a mutual agreement by controlling my emotions through emotional intelligence. During the module, I was able to act with integrity. I became clear on my core values which eventually helped me to strengthen my integrity. I was still lagging behind some areas such as conflict management and problem-solving and I believe that a constructive PDP could help me improve. Moreover, I was more confident during the module. The more I reflected on my competencies the more confident I became and I was able to build upon my core abilities. I was open to new ideas and I broadened my perspective by interacting with the diverse team members. 
I made little progress in analytical and technological skills during the module and these gaps could affect my professional career in the future. I believe that the PDP would allow me to improve these skills in the future (Paterson, 2017). I understand that I may not improve overnight but with constant practice, I can excel in these areas as well. I discovered what I am good at and learnt about the things that make me happy. The module has enabled me to understand the things that need improvement. The module has enabled me to exhibit my leadership skills in a team and build a strong relationship with others during the learning process. I believe that the people involved in the module can also notice my progress. I was able to form exciting strategies for task implementation, team development and coordination. Throughout the module, I was learning about the things that not only make me happy but would also support my professional growth in the future. I believe the skills that I have acquired from the module would increase my employability changes in a competitive and diverse environment.
Conclusion
Upon the completion of the self-reflection, I am able to conclude that I am a different person before and after the module. This module has not only enhanced my academic and employability skills but has also made me more employable in the competitive job environment. I have identified the opportunities and threats that could affect my employability chances in the near future. I believe that the self-reflection has increased my emotional intelligence alongside self-awareness, self-knowledge and self-development. It has allowed me to increase my interpersonal skills, soft skills, technological skills and analytical skills. 


Term 2: Task 2

Introduction
This report is centred on the importance of reflection. Reflective writing enables an individual to learn from a specific personal and practical experience. Reflection establishes an effective connection between what has been taught in theory and its application and practice. The primary aim of this report is to reflect on some of the topics covered in class and its usefulness. In order to reflect on the topics in an effective manner, Gibbs’ Reflective Cycle has been implemented. This is believed to be one of the most important cyclical models of reflection that incorporates six different stages.
Application of the model
Gibbs’ Reflective Cycle has been applied to the following topics
Time Management
Description: Time Management is one of the topics which have been covered in the module. This has given me an opportunity to explore the importance of time management. I have realized that time management is a critical employability skill and therefore, it is important to improve this skill. The module has enabled me to identify various other skills which are required for effective time management (Bahadir, 2018). This topic has been covered so that the significance of time management is described to the students.
Feelings: I feel that the module has been specifically useful in developing my understanding of time management. It has allowed me to understand my strengths and weaknesses related to time management. Before the discussion on time management, I had very little understanding. However, once the module was covered, my understanding of time management developed.
Evaluation: The experience has allowed me to comprehend the concept of time management and its importance in professional life. I have understood that time management refers to the process of planning and organizing specific activities and the ways in which the time is effectively divided between these activities. The discussion of this topic has enabled me to understand the differences between good time management and bad time management. I realized good time management would allow me to get more jobs done in less time. On the other hand, ineffective time management damages the effort of a person and leads to stress. The benefits of effective time management have been covered in the module and I have been able to understand that effective time management results from the inefficiency of an employee along with greater productivity (Augustine et al. 2018). On the other hand, bad time management inefficient workflow and missed deadlines.
Analysis: At the end of the module, I have realized my knowledge on time management improved due to the effort of the tutors. My aim was to develop the understanding of time management and at the end of the module; I was able to accomplish it. The overall experience was good.
Conclusion: The module has allowed me to identify the time management skills which I already possess and the skills which I need to improve. It could have been a more positive situation for the students if time management training was provided to us. I think I should use other effective sources to develop my skills related to time management.
Action Plan: I realized that it is important to take appropriate actions in order to improve time management skills. I need to prioritize my tasks and create a schedule in order to achieve effective time management (Sousa and Rocha, 2017). It is important to set more realistic deadlines for effective time management.
Academic writing
Description: Academic writing is another critical topic which has been covered in the module. It is believed to be important academic skills. The module has been enabled me to identify the differences between academic writing and non-academic writing. The discussion has enabled me to understand the importance of scholarly writing and how it contributes to research. Moreover, it has enabled me to identify the process of academic writing (Huisman et al. 2018). The module has covered several theories related to academic writing and this has contributed to my understanding as well.
Feelings: I feel that the module has covered various skills related to academic writing and its importance in professional life. I realized that academic writing skills are specifically important for individuals pursuing an academic career. At the end of the module, my academic writing skills are more improved.
Evaluation:  The module has enabled me to understand that academic writing skills are critically important for researchers. The module has covered various characteristics related to academic writing and some of these include a formal tone, appropriate structure and format, good research praxis, writing from the perspective of third-person, precise choice of word, clear focus on the topic or issue. Therefore, I have been able to understand the differences between formal writing and informal writing. Moreover, the importance of using high-quality sources for conducting research work is covered in the module as well. In order to conduct academic research, the correct format should be used (Patriotta, 2017). This refers to the application of MLA format or APA format while writing the paper. The module covers some of the strict laws of academic writing like preparing, proofreading and formatting. However, I have not been able to understand the importance of this skill in non-academic fields.
Analysis: At the end of the module, I finally comprehended the meaning of responsible academic writing with the help of my tutors. Academic writing should be complex, formal, and accurate and figures and facts must be presented precisely (Aunurrahman et al. 2017). The overall experience of this module was excellent.
Conclusion: Finally, I need to understand the skills I need to improve following the completion of this module. I need to improve my skills related to citation and referencing. I think I have not gained enough knowledge on annotated bibliography and these are some of the areas which I need to work on.
Action Plan: In order to improve the skills which are still lacking, I need to use a range of proofreading resources and online editing. Moreover, I require to structure and plan my work and this would only be possible if I identified the research needs.  I would be able to improve if I receive proper feedback from my tutors.
Reflection
Description: The module has covered the concept and importance of reflection. Some of the primary characteristics of reflection have also been covered in the module. I realized that reflection is not just about conveying argument, instruction or information; it is more focused on responding to experiences, events, opinions or new information (Gibson et al. 2017). The module has been useful in developing the understanding of personal reflection and I have been able to apply this to my personal experience as well. The module on reflection has given me an opportunity to reinforce my writing skills.
Feelings: I feel that after the completion of this module, I would be able to use personal reflection for evaluating my strengths, weakness, opportunities and threats related to employability and academic skills.
Evaluation: Reflection and personal reflection have several benefits and these have been effectively covered in the module by the tutors. I think my responses in reflection are influenced by my beliefs, opinions and experiences. It is a way to communicate my responses to feelings and thoughts. This module has given me an opportunity to achieve self-knowledge in an effective manner. It has allowed me to think more deeply and this is an important aspect of critical analysis. I believe that the entire process of the personal reflection is time-consuming but it is the most effective way for gaining a greater insight about my motives, beliefs and assumptions (Cook-Sather et al. 2019). Reflection is therefore one of the most important academic skills which improve the study habits of students. I use reflection to identify my academic progress and it is a written record which I can refer to in the future. This process has enabled me to clarify ideas regarding my skills and abilities.
Analysis: The module has enabled me to achieve critical reflective writing skills besides fundamental reflective writing skills. I think in order to develop this skill; I need to practice more reflective writing. This would allow me to establish analytic and critical thought. I generally use evidence of my personal experiences while generating reflective writing.
Conclusion: Following the completion of the module, I realized that reflective writing is a time-consuming process. Some of the theories like Smith's Theory of Social Engagement' would enable me to understand why I reacted in a particular manner. It is, therefore, a consistent commentary on my experiences.
Action plan: In order to improve my reflective writing, I need to focus more on developing reasoning and perspective. I need to establish an effective connection between my experiences and existing knowledge (Tsingos-Lucas et al. 2017). Reflective writing has enabled me to improve my overall writing skills and therefore, it is going to contribute to my professional career as well.
Analytical and critical thinking skills
Description: Another important topic which has been covered in the module is analytical and critical thinking skills. This is believed to be one of the critical employability skills required in the workplace. Moreover, in order to ensure career advancement, this skill is essential. I think in order to think critically, observation, interpretation, analysis, reflection, inference, evaluation, explanation, decision making and problem-solving are essential. It is one of the most important skills employers expect from the workforce (Храмцова, 2016). Critical and analytical thinking are important innovative solutions. Besides being important employability skills, it is observed as a significant academic skill as well.
Feelings: I feel that this topic has been covered in the module because analytical and critical thinking is essential for understanding personal goals and motivation. I feel that critical thinking has been given importance in the module because it is the way of deducing information to discover the most important areas.
Evaluation: This skill is important for analyzing critical information and plan systematically. While the topic was being discussed, I realized analytical skills are a significant aspect of time management. The module on critical thinking has been particularly useful in promoting personal growth as well. I have been able to evaluate an issue more critically and this is essential for proposing an effective solution to a problem. As described in the module, this skill is important for seamless business operations. Employers value candidates that demonstrate analytical and critical thinking skills in a more effective manner (Subramanian, 2017). I need to improve these skills in order to make informed and logical decisions. I think that critical thinking refers to a disciplined process of skillfully and actively conceptualizing, analyzing, applying, evaluating and synthesizing information generated as a result of observation, reflection, experience, and reasoning. 
Analysis: At the end of the module, I think I have been able to improve some skills related to critical and analytical thinking. Some of the skills like reasoning and logical thinking improved as a result of this module. It has also enabled me to engage in independent and reflective thinking.
Conclusion: I think critical thinking has allowed me to evaluate factual evidence through rational, unbiased and sceptical analysis. In an attempt to increase analytical and critical thinking skills, I have developed several other skills like good communication, open-mindedness, creative thinking, problem-solving skills, and so on.
Action plan: In order to develop critical and analytical thinking, I engage in more active listening. Moreover, it is essential to increase self-awareness and assess the existing evidence. Critical thinking is essential for improving decision making and problem-solving skills (Darics and Koller, 2019). I also practice self-criticism in order to develop analytical and critical thinking skills.
Conclusion
Gibbs Reflective Cycle is believed to be an important theory for reflection. The model is effective in enabling people to gain knowledge from a specific situation. The model is widely used for exploring a situation. It is also used by people to evaluate their skills and therefore, the reflective model is often applied for assessing strength, weakness, opportunity and threat. The six-step model can be applied to any situation for evaluating the experiences of a person. The model is useful in identifying the skills which are lacking.
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Requirements:

- Strong editorial skills, sound news and analytic judgement with regards to a variety of topics;

- A demonstrated ability to plan, organise and supervise news coverage, long-term and on deadline;
- Understanding of and skills with regards to social media both as distribution channel and a reporting resource;
- A honed ability to work with reporters and data editor to develop stories;

- Significant experience in managing, training and encouraging professional development of staff;

- Good interpersonal and communication skills;

- Some computer programming knowledge, an awareness of how to use photo-editing software;
-The ability to dissect and explain complex issues with a clear, authoritative and insightful approach;
- Organisation, self-direction and planning skills;

- Ability to adapt to changing circumstances and to quickly establish news priorities;

- Experience in obtaining and analyzing public records and data sets for in-depth reporting;

- Proven ability to be part of a team while possessing strong leadership qualities.

Qualifications:

- A bachelors degree in a journalism or a field closely related in education and experience;
- Internship at a news corporation;

- Several years of leadership experience as a news editor, primarily in the area of govegnment and policy issues
on the state or national level.

To apply, contact us

Please send your CV, at least four references, examples of your most ambitious work and a one-page statement of
your views on how public policy reporting is changing in the digital age to Editor of the Guardian Newspaper at
editor@guardian.co.uk by September 1. Finalist interviews will begin shortly thereafter. No phone calls please.




image2.png
JOB ADVERTISEMENT

URGENTLY REQUIRED!!!

A WELL ESTABLISHED ELECTRICAL ENGINEERING
COMPANY IS SEEKING ENERGETIC PERSONNEL TO FILL
THE FOLLOWING POSITIONS:

1. ELECTRONIC DIPLOMA HOLDERS
(INSTRUMENTATION) - LUSAKA/KITWE

Qualification in Electrical or Electronics at a diploma
level with at least three years’ work experience.

Good communication skills and a knowledge of MS
office will be desirable.

At least three traceable employment references will be
required.

2. WELDER/BOILER MAKERS
With minimum 3 years’ work experience and
suitable qualification required.

If you feel you qualify for either of these positions,

send your CV to vacancyeml@gmail.com




