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Executive summary
There is a discussion about the academic and employability skill sets in this report that is suitable for the specific job role of sales manager. Skill sets and their relevance can be understood by a discussion about the SWOT analysis where relevancy for the skills and the opportunities along with weaknesses has been discussed in detail. In this report, there is a discussion about the sales managers' skills and their importance that relates to a greater understanding of the intended career and its expansion in future development. In addition to the presentation for the career, there is a detailed description of the reflection model with selected topics such as paraphrasing, referencing and academic writing that shows a greater significance.
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Introduction

Academic and employability skill sets are most relevant in the case of establishing insightful knowledge and effective strategies for the business. There will be selected for sales manager as the job role and as the intended career for this report. In this report, there will be a discussion about critical thinking, oral and presentation skills and collaboration process, and other such skill sets that are determined in the report. Moreover, there will be an elaboration of SWOT analysis, time management tools, PDP for the individual presentation. The presentation that will be conducted will mainly focus on the skill sets based on their situation.
SWOT Analysis
The SWOT analysis, which is established as an effective tool that mainly possesses strengths, weaknesses, opportunities, and threats will define the prospect for a better strategy for career expansion. In the case of this framework, there will be greater analysis for the self in regards to incorporating a better career prospect for the particular job role of a sales manager.
Strengths
Based on my intended career, I possess' strong communication skill and team collaboration skill set that I think will be my strengths that tend to define the condition for my future career expansion. Communication skill is one of the relevant aspects that I think will help me to pursue my career in a sales role as this helps the sales managers to develop an attitude for innovation in the field of the business process. It also coordinates in incorporating versatility and unique ideas for the products and the services (Acquirent, 2019). The skillset that is associated in the case of the sales manager should involve an effective communication skill set as it leads to increase the potentiality in the sales activities and creates better profitability. 
Communication as the skill set that is associated with the sales manager profile is set to be an important factor (Manage.gov, 2021). This skill keeps sales pitches simple and precise, thus enhancing sales operations. Sales professionals like the sales manager can incorporate a clear understanding of the complex sales terminologies that leads to resolving problems in the customers. Communication skill has not only been able to enhance the business ideas in a manager and also involves demeanour, body language, and intuitive reaction that help the sales manager to convince their customers (Manage.gov, 2021). In addition to that, there is also the involvement of emotional intelligence in association with the communication skill sets that helps in raising awareness and better control (Helpguide, 2021). On the contrary, the team collaboration skill sets that are associated with the sales process helps in collaborating with the essential sales process and enable to make a significant target for the sales potential clients. Team collaboration skill set will help me to pursue my career as a sales manager as it will establish a stronger team setup and leads to create greater sustainability. As the sales process highly depends on the relationship between the seller and potential buyer most of the time, thus creating a successful sales process, leads to greater profitability.
Weaknesses
In the weaknesses, I used to possess lower analytical knowledge and poor interpersonal skill sets that will be required in pursuing my career in the sales field. In the context of sales manager as the future interest for my career, I usually should look into the matter of such skills that as a result will help me to extend my career in the sales field. There is a need for analytical skills in the sales manager roles as it helps them to receive greater information about the company's product and the services that guide the sales operations and make smart and quick decisions (Dilmegani, 2021). The analytical skillset that is associated with the sales process helps the sales manager to devise strategic plans and also in optimisation for the resources that bring up greater profitability (Collaborat, 2021). On the other hand, interpersonal skills such as an active listening skill set should also be initiated to incorporate better productivity.  
Opportunities
My strategic thinking ideas and skillset and planning management ideas will lead to creating greater opportunities in the sales field thus providing greater sustainability in the business process. The sales process in the job role of the manager will be able to help me to pursue my career in the business and also coordinate an effective operation. The strategic thinking skill set is considered as an added advantage for the sales professionals like the manager as it will help in making quick decision making and greater productivity (Collaborat, 2021). With the strategic aspect of the skill, I will have various establishment for the future goals and the short term goals for the working organisation and also will help me to conduct a  better sales target. In the case of my planning management ideas in my career, I will be able to successfully achieve my sales targets for the potential customers, and as a result of this, the business objectives that are initiated at the start will create better management. There is the establishment of performance rate in the sales process by better management by the managers that as a result will lead to greater sustainability.
Threats
In the context of the sales process, my poor knowledge about the data analytics skill leads to create a threat in managing potential customers and also in forecasting the sales report for the business. Lack of knowledge about the sales idea that is mainly based on the data analysis will create an adverse impact on the sales operations. On the contrary, the forecasting sales process will help me to forecast the customer behaviour and leads to determine the relevance for the sales activity. The sales manager needs to possess data analytics in the sales process thus leading to significant identification for the customer behaviours and able to create demand for the customers (Collaborat, 2021). Underdeveloped skills, particularly in my sales process tend to create a negative impact on the sales activity as sales analytics can accommodate quick decision-making ideas to rev up sales and help the managers to coordinate their potential activities.
Time management tools
The time management tools that are associated with operating business processes involve calendars, note-taking software, time tracker, and other management applications that bring up the establishment of the work process. These tools are helpful as they can manage time properly and able to increase productivity. In addition to that, the time management tools help in the completion of tasks (Corporatefinance, 2021). The sales process is better organized with the aspect of the time management process. Effective time management tools incorporation in the sales process helps in the better optimisation for the sales process. With regards to the effective time management tools, there is the implementation of multitasking operations that incorporate more improved target set establishment for the sales activity.
PDP (Personal Development Plan)
A personal development plan that is associated with my intended career involves certain improvements in the skill set that will help me to overcome the difficulties in the specified job role for the sales manager in an organisation (Skillsyouneed, 2021). This particular plan will help me to achieve greater success in my future career development in the sales manager position. PDP helps me to set my goals and improve certain objectives that lead to better progress. Prioritisation for the goals and setting of the deadlines helps in developing a personal development plan and creating better sustainability in the work process (Bintani, 2020). 
	Objectives
	Actions implemented
	Purpose
	Duration

	To improve my technical and analytical skillset
	The actions that are taken in the case of developing analytical skillset can be improved by the involvement of the training programs on business strategies and also by gaining insightful facts about the sales process that able to incorporate new ideas and strategies. In addition to that, analytical skills can also be improved by the means of online tutorials and seminars for sales management.
	The purpose of the technical knowledge in the sales process involves better flexibility in the sales operations and coordinates effective solutions for the different sales activities. The development of technical skill sets that are associated with the sales and the marketing field helps in establishing operational profitability.
	8-10 months

	To develop interpersonal skills such as active listening 
	The active listening skill set that is possessed as the interpersonal skills can be improved by the means of engaging more in business projects and paying full attention t every detail before the work process. This can be enacted as action by the initiation of full concentration in the work and managing all the activities before the sales process. With the development of interpersonal skills like active listening, there is a build-up of the effective sales process that helps in focusing on the sales process.
	Active listening skill set in the sales process will help to establish greater support for the sales operations by coordinating an effective way for the sales process. This skill set helps the managers to understand the relevance of the sales process and helps in developing the sales operations.
	6-7 months 


	To develop the concept for data analytics in sales forecasting
	In the context of a skill set like data analytics, I will be able to improve my knowledge about the data analysis and the sales forecasting method by engaging more insightful facts about the sales process by learning from different business tutorials and business project-based works. Data analytics that involves forecasting for the customer sales behaviour helps in maintaining an operational activity is determined in the business process.
	Sales data analytics is a relevant aspect that is involved in the business process and in the role of sales professionals to set data and trends for the customers able to implement better sales performance. The ability of forecasting goals and initiate a sales strategy in the business process helps in satisfying the customer. As a result of incorporating data analytics, I will be able to improve my prediction for the customer base establishment and develops an effective strategy for sales target that as a result will be able to improve the long-term goals for the sales process.
	10-12 months


Table 1: PDP
(Source: Created by the learner)
 
Conclusion
There is a discussion about the conditions for my intended career in future development along with the skill set. In this individual presentation, there is the implication of tools and models like the SWOT analysis, time management tools, and personal development plan that is initiated to provide a greater understanding of the functionality for the job role as the sales manager. In an analysis for the SWOT analysis, it has been implemented that the skills that are associated as the strengths are some of the relevant employability skill sets that are required in the case of the sales professionals. Moreover, there is a detailed discussion about the relevance of skill set like team collaboration and effective communication skills that incorporate a greater significance in the sales operations. 
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Introduction

Academic writing, paraphrasing, and referencing are selected as the topic based on which personal reflection will be discussed in this report. By the means of paraphrasing, it has been determined that involves the expression of the information or the idea from other particular sources in its own words. In the context of the referencing, that is involved in the writing involves acknowledgment of sources from which the relevant information has been taken in the academic context. There will be brief discussion about the public speaking and presentation skills that are initiated in the study as well. Gibbs's reflective model will be utilised in this study that will determine a greater understanding of the particular topic.

Analysis for selected topics

Paraphrasing

Paraphrasing is defined as the process that involves writing the ideas of another person in the use of your own words and is useful in the work of others that helps in supporting your view. When there is the initiation of paraphrasing is involved, there is a need for change in the words and the structure (Taken from lecture slide). The paraphrasing techniques involve using synonyms, changing the word class, and also its order in establishing the writing process. 
Referencing
Referencing is the process in writing that mainly involves citing the relevant and genuine data from the source that helps in maintaining a proper format in the writing structure (Ncbi, 2021). In the writing process, there is the determination of a reference list at the end of every writing that includes references for particular cited information.   
Academic writing
Academic writing is a type of formal writing that is implemented in the scholar's publications and universities. Concerning the journals, books, and papers on various academic subjects shows that there is a coordination of academic writing with its suitable words in the research papers, dissertation, essays, and also in the research articles.

Gibbs model for reflection

The Gibbs model for reflection is one of relevant reflection model that is utilized in regards to the personal experience and helps in framing for the experience that is provided in a cyclic manner that covers six stages such as  Description, Feelings, Evaluation stage, Analysis step, conclusion and lastly the action plan (Adeani et al., 2020).
Description 
From the assessed learning module that I have incorporated during my learning is referencing that is a type of acknowledgment that involves listing for the references in an appropriate manner. I get to learn about the in-text citations by using the University referencing guide that leads to a better understanding of the work process. In context to that, that from the learning module, I get to know that this referencing is said to be an essential skill set that involves acknowledging people's ideas and concepts from the source into an appropriate format (Lewis et al., 2020). There is also determined for the referencing as the particular skill set that leads to acknowledging a work in a consistent format. 
In addition to that, I also gathered information in regards to the full references includes author names, initials type, publication date, book title, paper, article, publication place, and the publisher (Marsh and Campion, 2018). This significant information is gathered in the context of the referencing process. In addition to that, my learning also includes an academic writing process that involves a formal type of representation by using relevant words (Otago, 2021). In my learning module, I have learnt about the process of paraphrasing techniques that utilize synonyms, changing word order, and the class that is initiated in the writing. I learned about the example of paraphrasing that involves changing words, using synonyms and style for the writing. In my learning about paraphrasing, I get to learn that it involves retention for the original meaning, incorporating different types of structure, and also involves correct spelling. Presentation skills that I learned will create a better innovation and will able to illustrate my work by showing creativity and also initiates to develop confidence. Public speaking as a result will initiate a better career advancement, as they improve communication skills and effective quality in work process. It will help in building credibility in the speaking and also will enhance my collaboration skills.
In my learning module, I understood that my insightful knowledge about academic writing is that it helped to maintain academic integrity that results in greater productivity. The academic writing process serves as a perfect tool for my communication that can prevail greater knowledge in a specific condition (Mbutho and Hutchings, 2019). The understanding of my acquired knowledge in academic writing will develop my knowledge about different techniques and help me to gain experiences in the academic field thus focusing on the understanding of the writing technique and style. In the context of academic writing, I used to gain a better skill set about the phrases and the style for higher education. I think that academic writing is the best idea for the support that leads to greater focus on various types of knowledge. In my learning about academic writing, I will be able to develop my potential aspects for my career.  

Feelings
From my learning about the different topics for academic writing, paraphrasing, and referencing, I used to develop my academic skill sets that are important in the case for conducting relevant information about the academic process and implement my greater learning about such topics. I feel that this learning session and the module are relevant for my career expansion and also will establish a greater knowledge about the academic profession. I felt motivated by the significant features for my learning that will implement a positive attitude in incorporating better skills sets and ideas about the academic structure that involves referencing, paraphrasing, and referencing (Otago, 2021). In the context of academic writing, I used to develop my academic skill set by retaining knowledge about learning and I also felt from my learning course that there are mainly three common purposes of writing which are persuasion, analysis, and synthesis for the information (Leeds, 2021). The purpose of the academic writing and professional writing process will help me to showcase the research and the expertise for the specific area or topic of interest. Public speaking helps us to form better collaboration and influence decisions and also engage in motivating people.  
Evaluation
The good thing about my learning experience about referencing, paraphrasing, and academic writing is that I get to know about the major skillsets and appropriate writing techniques in the work process. Initiation of the paraphrasing process involves changing of words that initiated greater development of the academic process. Paraphrasing that involves interpretation of other's information without changing the word meaning is established as the positive aspect in the academic writing tends to evaluate that it is one of the potential factors that involves a generalization of the concepts. In my learning, I also used to know about the relationship between the words and ideas that are essential in the context of the writing that leads to greater potential. In contrast to that, I also assessed that in the practice of poor training and inadequate resources there have been challenges for paraphrasing about the Internet. In my learning about the public speaking, I get to know about different aspects for the knowledge that will guide me towards my future and will develop my leadership qualities. Public speaking in classroom helps in better establishment of personal development for the academic process and results in professional development (Rao, 2019).
My presentation skills will enhance creative ideas and will illustrate a better work process developing confidence.
The internet is determined to cause challenges in the changing of words and in this work process. Moreover, the bad impact that I have evaluated from the paraphrasing in the practice for the working involves the occurrence of plagiarism that mainly arises from the lack of training or the preparation by the insufficient resources. 
On the other hand, in reference, I get to know that referencing is an important part of academic work that appropriately puts work. There is depth in the work process in the academic context by the process of referencing that helps in acknowledging other people's context. In the contrast to that, the referencing can validate the writing, by referring to the documented evidence (Ratnawati et al, 2018). Published work process in the academic context helps in supporting the argument and can incorporate credibility into the writing. In contrast to that, I get to evaluate from the referencing technique that it contains bad impact or disadvantages like there is a chance for misleading and inadequate information concerning the referencing that I used to know about my writing in the academic writing. In addition to that, referencing also brings about the degree of rigidity to the particular writing process that involves occurrence for the disadvantages. Moreover, there is also failure for the acknowledgment of the work concerning the textual sources, persona, and electronic type involves a problem in the academic dishonesty.  The consequences in the aspect of the referencing process involve academic dishonesty that leads to accusations of plagiarism. Improper referencing and failure to acknowledge the authentic sources that are associated with the case for the referencing lead to a serious breach of academic integrity. 
Analysis
The referencing in academic writing involves importance such as avoidance for the plagiarism that determines the proper use of the academic information and the maintenance for academic integrity. The academic integrity that is analysed in the case of effective referencing can implement that there is better support for the articles and the evidence that is associated with greater academic professionalism (French, 2020). With the implementation of the referencing that is initiated in the work process for academic writing, the usage of effective referencing tends to create a better practice for the work. In my learning about academic writing, I get to analyse the benefits of academic writing and depict the usefulness of the writing determining its usage in various academic assignments and projects. In the context of academic writing, I assessed that academic writing is the potential practice that has been followed worldwide by the students and academic professionals that consists of different forms of writing such as research papers,  essays, thesis, articles, abstracts, or even artwork that depends on the specified course and degree that have been pursued. In the aspect of the public speaking and developed presentation skills that I get to know from the learning module that these skill sets require effective communication skills and ability for engaging with an audience 
The PowerPoint presentation helps in teaching services and initiates better learning (Rofi’I and Nurhidayat, 2020). Presentation skill is considered as an important competency in communication skill set that helped in establishing work process (Dancisinova et al., 2020).
Effective public speaking skill and the presentation techniques helps with my career advancement that include creativity and critical thinking skills that are important for the professional development. Creative presentation skill sets as a potential factor in the case of the developing skill set for the higher educational institutions (Poselennova et al., 2021).
In addition to that, I also analysed that academic writing also has important aspects for the work purpose that shows that there is the enhancement of research skills and frames research questions. There has been improvement in written communication and formal type of writing that I get to know from learning skillsets. On the contrary, I get to know that academic writing possesses an unpredictable schedule and changes in the staff that is associated with the academic writing job. There is often occurrence for the conflict that mainly arose in the implementation of the academic writing. In contrast to that, paraphrasing often leads to creating an occurrence of plagiarism that leads to misconduct for the information.
Conclusion
In my learning about modules about the selected topics, I used to know that academic writing often creates a positive impact on the field of academics and thus creates a better analysis of future career prospects. In contrast to that, I would have to develop my interpersonal skills that involve proper management for the writing ideas and also will have to build my team collaboration skill set that will resolve the conflicts that occurred due to different ideas and the concept. On the other hand, in my developing paraphrasing issues, it has been determined that plagiarism often tends to arise due to change of word classes and the order that leads to determining the coordination in the work process. With the aspect of referencing, I have to develop my usage of the referencing style in the different forms of writing to incorporate a better acknowledgment for the writing process. 
Action Plan
In the case of my action plan, I will develop my referencing process in the writing process by the utilization of the referencing guide that will help me to devise a proper acknowledgment for the original author. I have taken relevant information during my writing as maintaining a formal type. In developing my writing skills and academic formatting, I should need help from academic professionals and various articles that are published in the research process. In such development, I will be able to implement a better idea about academic writing by initiating my plan for getting information from different tutorials and seminars that are associated with the work process for the writing. In contrast to that, I will develop my paraphrasing skills by making notes, proper analysis for the idea about the original information from the sources that are important in the case of the academic field.
Discussion and use feedback you received on all in class activities
The discussion about the paraphrasing practice about different class activities determines that I gained knowledge about the sentences that are used in different manner without changing the meaning of the order and words. I gained ideas about the paraphrasing structuring and also learnt knowledge from the practice sets. In the case of referencing, I get to know about the university references guidance and also about the in-texting citation in the writing. Overall, the feedback that I received on all in class activities is quite good and useful for future learning about the academic writing. 

[bookmark: _Toc87610607]Conclusion
There is a discussion about selective topics like paraphrasing, referencing and academic writing that leads to greater integrity in the academic field. Academic and employability skill sets that are associated with this report have been discussed to give a proper understanding of the job role. In this report, there is a selection for Gibbs reflective model as the guidance for the academic report on which personal reflection has been done. The topics on which this model is implemented to provide a better understanding of the study are mainly taken for reflection purposes.  
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» These tools are helpful as they can manage time properly and
able to increase productivity.

« In addition to that, the time management tools help in the
completion of tasks (Corporatefinance , 2021).
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                 Time management tools • The time management tools that are associated with  operating business processes involve  calendars, note - taking  software, time tracker,  and other management applications  that bring up the establishment of the work process.  • These tools are helpful as they can manage time properly and  able to increase productivity.  • In addition to that, the time management tools help in the  completion of tasks ( Corporatefinance , 2021) .   
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                                                                                                                                                                                                 PDP (Personal Development Plan)                          Objectives  Actions implemented  Purpose  Duration  To improve my technical and analytical skillset  The actions that are taken in the case of developing  analytical  skillset can be improved by the involvement of the  training  programs on business strategies and also by gaining  insightful  facts about the sales process that able to incorporate new  ideas  and strategies . In addition to that, analytical skills can also  be  improved by the means of online tutorials and seminars for  sales  management .  The purpose of the technical knowledge in the sales  process  involves better flexibility in the sales operations and  coordinates  effective solutions for the different sales activities.  The  development of technical skill sets that are associated with  the  sales and the marketing field helps in establishing  operational  profitability .  8 - 10 months  To develop interpersonal skills such as active listening  The active listening skill set that is possessed as the  interpersonal  skills can be improved by the means of engaging more in  business  projects and paying full attention t every detail before the  work  process . This can be enacted as action by the initiation of  full  concentration in the work and managing all the activities  before  the sales process . With the development of interpersonal skills  like  active listening, there is a build- up of the effective sales  process  that helps in focusing on the sales process .  Active listening skill set in the sales process will help to  establish  greater support for the sales operations by coordinating  an  effective way for the sales process . This skill set helps  the  managers to understand the relevance of the sales process  and  helps in developing the sales operations.  6 - 7 months  To develop the concept for data analytics in sales forecasting  In the context of a skill set like data analytics, I will be able  to  improve my knowledge about the data analysis and the  sales  forecasting method by engaging more insightful facts about  the  sales process by learning from different business tutorials  and  business project - based works . Data analytics that  involves  forecasting for the customer sales behavior helps in  maintaining  an operational activity is determined in the business process .  Sales data analytics is a relevant aspect that is involved in  the  business process and in the role of sales professionals to set  data  and trends for the customers able to implement better  sales  performance . The ability of forecasting goals and initiate a  sales  strategy in the business process helps in satisfying the  customer  .  As a result of incorporating data analytics, I will be able to  improve  my prediction for the customer base establishment and  develops  an effective strategy for sales target that as a result will be able  to  improve the long - term goals for the sales process .  10 - 12 months
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Conclusion

There is a discussion about the conditions for
my intended career in future development
along with the skill set. In this individual
presentation, there is the implication of tools
and models like the SWOT analysis, time
management tools, and personal development
plan that is initiated to provide a greater
understanding of the functionality for the job
role as the sales manager. In an analysis for the
SWOT analysis, it has been implemented that
the skills that are associated as the strengths
are some of the relevant employability skill
sets that are required in the case of the sales
professionals.

ANALYSIS
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                 Conclusion There is a discussion about the conditions for  my intended career in future development  along with the skill set. In this individual  presentation, there is the implication of tools  and models like the SWOT analysis, time  management tools, and personal development  plan that is initiated to provide a greater  understanding of the functionality for the job  role as the sales manager. In an analysis for the  SWOT analysis, it has been implemented that  the skills that are associated as the strengths  are some of the relevant employability skill  sets that are required in the case of the sales  professionals.   
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