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Abstract or Summary
This report is an analysis of progress understanding and improving my academic and employability skills. It includes examples of in class exercises and an analysis of where I should aim to improve my skills, especially in relation my professional area.




1 Introduction
Skills are things that a person can learn from to help do other things. You can develop your skills at school, college, university or at a work experience which helps you, to strengthen those skills. Academic skills have such a variety, such as reading, writing and speaking, note -taking and many more. Employability skills are skills that you must be able to have for a job e.g. time management, teamwork, communicating and listening skills. However, the skills that I have mentioned are also general skills, that I believe a person should possess daily. Once you’re able to know what you’re strong at in your life and work life that skill is strengthened , once you look at what you need to work one you’ll be able to adapt on what you can do better outstandingly.








2 Methodology
The modules that I have used for the methodology , were the in class exercises we had weekly, the homework as well , being able to do my own research, looking at articles that are in relation to my professional area , which is being a musician and being able to manage my own career. The first homework activity was the SWOT Analysis. This activity made me reflect and analyse my strengths weakness, opportunity and threat. An e.g. to explain further,  to clarify that this is relevant for my professional area is that I was able to note down my strengths and my weaknesses the opportunities that I have as a musician and the threats  that I have in my  career being in the music industry. Another homework exercise that helped me was the Personal Developing Plan. This strongly helped me raise self-awareness time management. When it comes to setting goals whether it’s for a short- or long-term goal, it helped me to think about what skill I will need to achieve, what I want within months and years.
 The third exercise I worked well on was the Time management: The Eisenhower Method exercise. This made me set what is urgent not urgent, delegate which is what other people could do for me and what I could eliminate which is what I do not need.  This Eisenhower exercise helped me know my principles, how I should direct my time and effort appropriately and efficiently. I was able to reduce time wastage. Balance is what I’ve been able to realise what I need. Being able to manage with my personal and professional life.
The in-class activities that I’ve done also competed a part, for the methodology, behind this report. Visa-versa with the homework as well. The to do list activity is like the Eisenhower method work but it is a time log. I had to write my activities and my responsibilities in a timetable to evaluate what I do weekly and daily. This was time consuming because I had to reflect intensely but then overall, I achieved this exercise. Crossing of my tasks assisted me achieve and if I didn’t achieve it, I was able to re-plan for the next day or week.
Time management is a very important it is an essential skill, a key skill in academic and employability skills.

The second hard activity I was able to do is the paraphrasing, this aided my academic skills. I have developed new skills which is paraphrasing, and I had to interpret carefully. I tried to change the structure and the words but still I had to make sure that the meaning was the equal. The techniques I was able to use were synonyms,  also changing a word class which still has the key idea,  then with just shorter words, checking the work is also vital because when you are paraphrasing, you have to write ideas of another person ,therefore using the work of others is to support my own view. 
The second in class activity, which was also quite difficult to do was the referencing activity. This exercise is the most difficult activity, out of the three in my judgment. Referencing is a very important skill to use , if I am writing and I’m referring to a writer , blog article or any newspaper and etc, it is significant to reference in my text, specifically to avoid plagiarism .The Harvard referencing workshop activity was very tough, for example if I am referring to a book, I have to refer it correctly plus if I’m referring to a journal, I would have to refer it correctly and  inversely .
 The third activity was summarising, which is identifying main points from a text, outlining the important information, to make notes. This task was for me to be able to summarise the text, in my own words. I was able to strengthen my organising skill because with summarising, you need summarise in order. Each time I would read a text, then I would underline words that are important and write synonyms next to the word. This is so that my own view still has the same meaning. I identified that the aim of paraphrasing is important, so that I will be able to summarise. => I was quite fine being able to get through this and I improved it by working a lot more on my paraphrasing skills in order to do well to summarise. 















3 Results or Findings
 The first homework I have done is the SWOT analysis. This is a grid divided into four sections. I have been able to look at my professional area for this activity. I looked at my skills I have, what I need generally.  As a musician, what I have which is under the opportunities section for example, I wrote academically education. This is an opportunity for me as I can learn. Whether it’s music or not, I’m studying I’m learning something to interpret in music. 

 






3.1 Result or Finding 1

With this result, the personal plan I have is a table with guides. I was able to take charge in my own learning. Looking at areas of my study and work life to develop, talking to my lecturer helped a lot. Setting realistic priorities.  Mostly with the employability sector the attributes I was able to produce, was by me being able to be creative. Defining what and how I’ll do it and mostly being realistic about my position. I must be optimistic and creative but still optimistic. 









3.2 Result or Finding 2


The Eisenhower Method is a grid divided into sections; this grid is about prioritising time. Academically, time management is about allocating time to study, using the time efficiently; with this method I decided to write what I do daily, I was able to put it specifically in the section.
The matrix gave me a lot of confidence in decision making. This is an everyday life skill, everyone makes decisions. Sometimes we make decisions based off our emotion, action, peers. Businesswise we make decisions carefully consequently this grid has different sections, you’re able to decide what is important and what is not important. 




















4 Discussion
My exercises showed a huge number of skills, for instance in the SWOT Analysis, the strongest skill I have mentioned is that I am creative. This is significant in my professional area, as being a singer, you must have vision but a team behind you. A team that also have the same vision as you, are essential.  As the evidence implies, I am well equipped.  In Mokoena’s (2019) article, she states about Beyoncé that she is ‘a pop star with entire creative and personal teams to eliminate her drudgery’ this is about Beyoncé, who is a music mogul in today’s music industry. Her creativity has made her rise drastically. The fact that music changes a lot every year, she grows each time she puts herself out, she comes with a different scene. Therefore, it states that teamwork is very important. Teamwork is a skill, an individual in a team can communicate, with their thoughts and ideas, they then come to an agreement as a team, making sure the agreement includes everyone, this makes an impact. Creativity plays a massive part in the music industry.
The Personal Developing Plan is major as it encourages me to know what I need to improve on as an artist. This means I would have to ask what is my short-term or long-term goal?  ‘A career takes an enormous amount of work and time’ .Borrows (2016) states that as it takes time, I am aware that in order to reach my goal, I will need to have balance and patience ,which is an employability and academic skill. This activity made me realise that I will also need to read more which is an academic skill. With the music industry I will have to learn a lot along the way. The entrepreneurial knowledge, I will need requires reading. My adaptive skills also play a part in this as I must be adaptive in my interpersonal interactions, which will determine how I manage myself. ‘Synchronisation revenue increased 5.2% in 2018,’
The Eisenhower method is very significant in my professional area. I’m able to see what is important and what isn’t, it’s ironic that I am able to realise the certain things, (even the smallest which isn’t important) can actually be what is delaying me, from my goal for instance, as shown in the grid what is not important, is socialising on social media. I could instead use social media as a platform, for my business. I can have a plan and my motive behind it could be for promoting, branding and sharing positivity. ‘Most of the unnecessary obstacles in your way are the ones you created. Let them go because they don't serve you any longer.’ An entrepreneur has to know what is needed and what is not even needed, the knowledge of an entrepreneur knows that you have to have tolerance of failure, the fact is  that you have to take risks , within music, I have to be aware what are my threats, what I need in order to reach my goal and what I need to cut down , the things that don’t have any relevance to my career . 











Conclusion 
In conclusion, I am very pleased with the data I have collected for this report. Moodle has been very helpful for this module, the module is very important to me as with any employability role academic skills will always be essential to have , which also worked well with employability skills, which then strengthens you as a person, you’re able to self-assess yourself and see what you need to work on, what you can do better on and what you don’t need at all. All the activities gave me balance. Balance of doing the work, making time to put effort for this module also learning balance for everyday life.
I am a very critical thinker therefore this work had me doing a lot of self-reflection
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