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[bookmark: _Toc512870284]Introduction  
This is reflective report about our academic and employability skills. For me reflection is a way of success. Academic skills require improvement on all levels. In this report I am focusing on academic skills and employability skills. As a reflective report I am going to discuss about what I have improved/learned what I am still learning/improving and what I am going to do in the future. And also I am going to discuss how those skills are going to help me in my professional and daily life as well as benefit of those skills I am  currently having. 

Academic skills
Academic skills are those skills that you need to gain to improve your professional life and personal life as well. During my lesson in this Moodle I have learned so many things that helping me a lot in my workplace. A clear guidance why to improve what to improve and how to improve my academic skills. 

Cv build-up 
Cv is the way to advertise yourself to sell in order to get a job. Cv is the most important thing when you are looking for a job. Because that’s the first thing employer see. So creating a good cv gives you opportunity to get a call for an interview, a call for an interview gives you opportunity to get the job. How does a good cv structured: 
· Name
· Address
· Telephone
· Personal statement
· Qualification
· Work experience
· Hobbies and interest
· References
Following this structure we can make a well-organized cv in order to get a call for an interview. After we have got a call for an interview we need to focus on our first impression. First impression is so important for an interview. After that we need to concrete on our body language. A good body language is so important. After that we need to focus on our communication. Communication needs to be clear and organized. Don’t need to try to talk too much to convince your employer. That’s defiantly a wrong way of trying to convince employer. We need to discuss about our roles and responsibilities clearly. One more thing is so important is to remember the formal way of communication in order to make your interview more academic. And also gives the impression to your employer that you are well prepared and well educated.  
[bookmark: _Toc512870285]Academic writing
Academic writing is a particular writing style, that helps us to communicate with someone in a formal way. What I understood from my academic writing lesson is deliver a clear message to someone, thinking that person he/she can understand the message easily in a formal way. Now I know the way to communicate in an academic way. Infect I am using this way of writing to send letters in a formal way. And I can confidently  say that academic writing style is going to help me a lot for my future business as well as my professional life.
[bookmark: _Toc512870286]Time management 
[bookmark: _GoBack]Time management is the way that you organise or plan your to do list. We all have 24 hours in a day, some people are able achieve or finish the task  in time and easily, And some people are not. It is because of their good/poor time management. Time management is one of the most important thing for me at my workplace, which I am using to improve my daily routine as well as my working performance. For example: I am a chef when i have more then 1 order in same time I normally organize them in order  To finish my job in time without creating any mistake or confusion. In this way I am having lots of appreciation of my collages as well as my seniors.   Good/poor time management. 
· Greater productivity and efficiency.
· A better professional reputation.
· Less stress.
· Increased opportunities for advancement.
· Greater opportunities to achieve important life and career goals.
      Failing to manage your time effectively can have some very undesirable consequences:
· Missed deadlines.
· Inefficient work flow.
· Poor work quality.
· A poor professional reputation and a stalled career.
· Higher stress levels.
(tools, 2018)


[bookmark: _Toc512870287]Employability skills
The meaning of employability skills is skills that you need to be employable. I can say also skills that’s make you more employable. Employability skills are really important skills for every employee. 
[bookmark: _Toc512870288]Prioritization
Prioritization skill  is one of most important skills I have learned in this Moodle. I was aware of this skill even before this course. But that wasn’t so organized like now,  during  the lesson my lecturer gave me clear view of prioritizing. With a clear  prioritizing knowledge I am so confident now in my daily life and professional life. As I remember she gave an example during the lesson that if I give 20£ what are you going to do? There was so many different answers as well as different thinking and different type of prioritization. With 20£ I am going to buy a travel card that allow me to go to work , and work means earning money, and money means fulfill daily needs. It’s a kind of investment as well. But some people said with 20£ they are going to watch a movie. Initially my thinking was that’s a poor decision waste of money. But in the end of the lesion my view was totally different. Now from my point of view prioritizing varies according to people’s needs. We all have different type of prioritizing even in a same concept. And also don’t judge someone negatively because of my prioritizing and there prioritizing are not same. In my personal life I am benefited because of prioritizing. Now I am doing my to-do list by prioritizing my needs and situation.  This is the skill that going help me a lot with my future business. At the moment I am using this skill in my workplace to improve my daily activities.

[bookmark: _Toc512870289]Survey Referencing
An academic writing is also based on providing a formal approach that includes definite establishment of data along with the researches that has been completed within a study. However, I also cater to influence on establishing statistical information along with adequate referencing. As viewed by Hayes et al. (2016, p.52). As influenced by Jackson (2014, p.221), I can say structuring references in respect to individual topic. It gives an opportunity to make the writing more authentic and valuable with resources. There is also an opportunity to trigger an opportunity to create writing with some authentic and practical information. Writing with statistical data must be referenced with some practical data resources. Thus, referencing style is probably one of the mandatory procedures that cater to trigger an opportunity reflecting with a related force of action. There is also a suitable opportunity that allows furnishing some analytical response.  
[bookmark: _Toc512870290]Analytical skill
Analytical thinking is type of thinking that gives one to solve problem effectively and quickly. If you have a particular problem or you need to find what is the problem then analytical thinking is the best way to recognize or solve that problem. Analytical thinking is also related with problem solving. Analytical thinking also helps us to find the problem and also organize the information. We analyse a problem to solve or improve. Sometimes we can solve some problems only by analysing the problem.

Presentation skill
During our lesson  in this Moodle we did some presentation practise. That was my first ever presentation or public speaking in my life. So naturally I was so nervous. So my thinking was like go there and at least talk . My heart was breathing so fast but I managed myself and talk. But I think I was rushing to finish it early. Anyway I did it well. But for the next time I need to work hard to improve my communication and body language. 
Presentation is a particular skill that needs basic improvement. There is an observation catering to implement definite allocation of presenting an entire set of projection (White 2017, p.142).
[bookmark: _Toc512870291]Critical thinking
Critical Thinking is another positive response to employability skill. In fact, critical thinking is a basic parameter that helps in resolving different issues of skills that are primary in employability parameters. Critical thinking works like this
· Analysing
· Conceptualizing          
· Defining
· Examining
· Listening
· Questioning
· Reasoning
· Synthesizing
Evaluating information + evaluating our thought in a disciplined way.
For example: when one customer enter in my restaurant. I see that as  money is entering in my restaurant.
[bookmark: _Toc512870292]Research
Research is organise and systematic way to find an answer to question what you interested in. where we gather information through experiments and or observation. By researching for a particular problem you can find the solution, different theories, improve quality or quantity. There are various type of research that we can do to analyse a problem. Here some examples from our research lesson
· Desktop research
· Interview and conversation research
· Survey research
· Community investigation
· Case studies
Research is a kind of  analyse. In a different way I would say re means do it again, that you have something, now you are looking for something else based on that you currently have. According to me research is a great option to choose for your business problem or improvement. With a good  research it’s possible to find some new routes, new way of doing something, way of improving/increasing. 


Problem solving

Problem solving start with identify problem, collect information, analyse data, identify possible solutions, choose right solution, and then implement or test the solution. To be a problem solver we need to have a balance of analytical thinking and creative thinking. Problem solving skill is must needed skill if you run a business. In a professional life you also need to improve problem solving skill, in order to solve various problem in workplace.

[bookmark: _Toc512870293]Conclusion 
It can be concluded that as understood through respective establishment, there is a projected improvement in employability skills. There is always an opportunity to develop within a section of improvement. Here is also a recommendation that might acquire to resolve better competence in a workplace. It is observed that practical analysis is complementary to resolve within this particular resolution. 
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