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[bookmark: _Toc90039201]Introduction 
The skill of employability and academics are almost the same and are also interchangeable which are boosted up in a single to uplift his or her career in the work field or the employment field. The employability skills and the academic skill states with much other important expertise which thus encompasses, answering the problem, teamed work and collaboration, oral communication and written communication, responsibility creation, professionalism, ethics (Adeani, Febriani and Syafryadin, 2020). However, the skill on academics is referred to as talents and the habits which are meritorious to the chase in the factors of the academics o such as writing, report learning. The skill in academics and skills in employability are interconnected as these skills in academics and the function of the student are enhanced. Employability is termed as the place of acquisition and attainment which construct the student or the person to more likely get or acquire implementation in the chosen organizations. The main purpose of this report is to showcase the four vital academic skills and the employable skills which help the students to have a successful career in the career path and also the individual to grow with those employability skills and flourish in the job life or work life with success.
[bookmark: _Toc90039202]Time management
Time management is referred to as the process of exercising control and also planning on doing a specific action or activity in a given set of time (Sekarwinahyu et al., 2019). Time management is the prime strategy of being work done in a given schedule in order to do the work effortlessly and also successfully in a stipulated time without any pressure or headache (Wolters, Won and Hussain, 2017). The skill of time management is not inborn, but this skill can be easily adapted in an individual just by focusing on the time plan or the schedule. The students or the individual do possess these time management skills as it is the core skill in the employability and this skill helps the students to employ themselves in the renowned or the famous multinational companies for their bright future ahead (Ghiasvand et al., 2017). This management of time as the main skill is also there in me and this skill helped me to uplift my job career more rapidly and therefore the model of reflection of Gibbs describes my entire experience on time management in the employability career or path. 
Description- In this phase of the reflective model of Gibbs, the time management experience is being described. The time management in the employability skills in me is also described as I have experienced what has actually happened during the whole process of selection as the administrative manager, and how I have scheduled each time primarily in the interview schedule. Moreover, I have described to me that yes I do possess the skill of time management and I can be one of the administrative managers of infamous multinational companies. 
Feeling- Here in the second step of the reflective model of Gibbs, I have experienced my feelings after I have described in me the skill of time management. I had also felt that time management skills are very much significant and vital for getting a job as all the work are based on the management of proper time. Moreover, I have also felt that time management is very much crucial to get a job as the interview time is also very precious to get a job in a renowned multinational company as an administrative manager. 
Evaluation- In the third phase of the reflective model of Gibbs I have judged that what has gone wrong in my entire experience of time management and what has actually gone great in the entire experience of the management of time. 
Analysis- In the fourth stage of the reflective cycle of Gibbs, I have analysed my experience in the time management skill as what I have to do in the ahead future to be more perfect in the skill of time management and how will I achieve growth in the time management and become a successful administrative manager in the reputed multinational companies. 
Conclusion- In the fifth step of the reflective model of Gibbs I have terminated my experience that time management should be more perfectly pursued in me to hold the work-life in a better way and also to concentrate on the career goal of becoming an administrative manager soon in a famous multinational company.
Action plan- The final step of the reflective model of Gibbs is the action plan. Here I have experience in my time management process that how it will more genuinely proceed me in the near future and how it will make me an administrative manager in the renowned multinational company. 
[bookmark: _Toc90039203]Public speaking and presentation 
Public speaking and giving presentations among the public or a huge number of people is a very important skill which is made learnt to the students by the teachers and the head principal so that they can control the entire mass of population which presentation and public speaking (Ivanova et al., 2020). The term public speaking is referred to the core thoughts of sharing information and the thoughts regarding a specific topic. Presenting in front of the public and public speaking is quite the same (Raja, 2017). Moreover, presentation or giving presentations refers to presenting in front of the public with a prime topic. Presentation giving and public speaking is the main skills of employability and these two skills are present in the students and also in me. The reflection model of Gibbs showcases my entire journey of public speaking and presentation giving experience.
Description- Here in this first phase of the reflective model of Gibbs I got the chance to describe my experience on what has actually happened during the public speaking and presentation giving phase. In fact, I have also acknowledged who was present at my speech giving session and what was the ultimate outcome of that phase or session. 
Feelings- In this second step of the Gibbs reflective model, I have gathered the feelings on the exact feeling and what did I experience while giving the presentation. The question also arose that how the public have enjoyed my presentation and how did they took me in their mind.
Evaluation- In this third stage of the reflective cycle of Gibbs, I have experienced my process of evaluation on how I have taken the things and how I have done the things. I have also gained good experiences and bad experiences during the entire session of public speaking and presentation giving. Along with this, I have also judged how did not go well and what all did go perfect in the entire journey of public speaking and presentation giving. 
Analysis-The fourth stage of the Gibbs reflective cycle is the analysis. Here I have analysed my experience that why some of the things did not go well and also why some of the things went so smoothly. 
Conclusion- Therefore, in the fifth phase of the Gibbs reflective cycle or model, I have terminated from the entire process of public speaking and presentation giving that what I have actually got to learn from all these. 
Action plan- At last in this step, I got to focus on the missing things in me which led me downwards and try to develop all those possible skills which will help me in my future growth as an administrative manager in a reputed MNC.
[bookmark: _Toc90039204]Summarising 
Summarising is the main skill in academic writing. Summarizing refers to reframing the prime concepts and facts in a brief or gist way so that the entire part is being shortened out from the lengthy one (Pečjak and Pirc, 2018). The summarizing skill is therefore present in the students and also in me to take me towards the bright goal of future and also to become an administrative manager I the renowned multinational companies (Hariyadi, Corebima and Zubaidah, 2018). The entire experience regarding the summarizing skills I being reflected with the bits of help of the Gibbs reflective model.
Description- In the initial stage of the reflective model of Gibbs I have experienced the summarizing skills that what have actually occurred and where did it happen and so on. 
Feelings- The feelings stage in the reflective model of Gibbs helped me to experience the entire feeling during the summarising skills part and I have also experienced the entire situation during that time. Moreover, I have also experienced the present feeling of the situation. 
Evaluation- In this third phase of the reflective cycle of Gibbs, I have experienced my process of evaluation on how I have taken the things and how I have done the things. I have also gathered bad experiences and good experiences during the entire session summarizing skills. Apart from these, I have also evaluated how did not go well and what all did well in the entire journey of summarizing. 
Analysis-The fourth step of the Gibbs reflective cycle is the analysis. Here I have analysed my experience that why some of the operations did not go well and also why some of the operations went so well and smoothly. 
Conclusion- In the fifth cycle of the Gibbs reflective cycle or model, I have concluded from the entire process of summarizing that what I have actually got to learn from all these and what could I have done better.
Action plan- At the final step, I got to concentrate on the lost things in me which led me downhill and try to evaluate all those possible skills which will help me in my ahead growth as an administrative manager in renowned multinational companies.
[bookmark: _Toc90039205]Paraphrasing 
Paraphrasing refers to the ideas or information from the other sources in their own words is termed as paraphrasing (Na and Nhat Chi Mai, 2017). Paraphrasing is also core strength and academic skill. All the students do possess this skill and I too poses this skill to have a great and bright future ahead as an administrative manager of a famous multinational company (Ruslan et al., 2020). The entire experience regarding the paraphrasing skills, I have been reflected with the bits of help of the reflective model of Gibbs.
Description- In this phase of the reflective model of Gibbs, the paraphrasing skill experience is being narrated. The paraphrasing skill in the academic skills is also described as I have accomplished what has actually happened during the whole process of choosing as the administrative manager, Moreover, I have described that yes, I do possess the skill of paraphrasing and I can be one of the administrative managers of reputed multinational companies. 
Feelings- I have accomplished the feeling before and after the session on paraphrasing and also felt and experienced that what was I thinking during that solution.
Evaluation- I have judged that what things during the paraphrasing went well and what did not go perfect. 
Analysis-I have also analysed the good things and the bad things during the whole process of paraphrasing.
Conclusion- I have terminated that what could be better done with this skill of paraphrasing.
[bookmark: _heading=h.gjdgxs]Action plan - At last my action plan of mine as to how to put more effort into this skill and grow in the near future. 
[bookmark: _Toc90039206]Conclusion 
Therefore, in the whole report, thus the report is concluded with the four prime skills of academic and employability. The meaning of the employability skills and the academic skills is discussed in detail and also therefore concluded. All the 4 skills of both employability and academics are thus concluded with and also reviewed with the reflective model of Gibbs. The students or the individual holds all these above four key skills and eventually all these key skills help the students or the individual in becoming an administrative manager in the famous MNC’s. The prime four major skills are time management, paraphrasing, summarizing, ad public speaking and presentation giving. 
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