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TASK 1
Academic Report


Introduction 
Academic skills are applied to the academic as well as professional sessions. These skills are learned in academics and can be memorized in a short time. These skills are very important for every student in the way of completing the academic session and also learning employability skills so that the students can get a better professional life. The students work hard on the academic work to get great scores because of academic skills along with this they also work hard on employability skills so that they can get the better job or can work very effectively in the professional life. Listening, writing, and communicating are some of the examples of academic skills, and teamwork skills, research skills, planning skills, and communication skills are some of the examples of employability skills. The importance of academic skills and employability skills will be described in this report by considering the examples and recommendations for every skill. 

Academic and employability skills 
Personal management skills 
Communication skills, problem-solving skills, time-management skills, and planning skills are involved in personal management skills. These skills are very crucial for every student’s life to accomplish the academic session effectively (Thatcher and Brown, 2010). The development of personal management skills helps the students in growing and resolving the problems of life. The students become independent by the development of personal management skills and these skills monitor the personal behaviour of everyone. 

Importance 
Academic skills motivate the students to finish their education effectively. The main base of every student is their level of academic skills; as if the students will focus on their academic skills they will get a higher score and will do better in further life, while if the students will not focus on the academic skills they will not score better. Personal management skills especially help the students in managing their personal life along with academic life as per the requirements (Carmeli et al., 2010). Personal management skills are also counted in employability skills, as personal management is more crucial in professional life. Because of personal management skills students convert the difficult task into easier tasks. These skills are also very crucial in the workplace, as it helps in contributing to co-workers and managing the overall work environment. Personal management skills make a person flexible and remain focused on the outcomes of the business. These skills also help in setting the goals and deciding the importance of each goal. Personal management allows a person to efficiently achieve professional goals, improve workplace performance, and maximize productivity. 

Example
I can work properly and in a batter way because of following the routine that I made. I have competed for various on time in the academic session, such as attending the social event to improve the skills and at the same time managing the work of the academy. Because of the motivation and increase in confidence, I can communicate with anyone effectively and can present my thought very effectively. Recently I gave one presentation, and, in that presentation, I got positive feedback from tutors on the communication skills and the way of presenting the thoughts in front of the audience. 

Recommendations
Time-management is the most required skill for the improvement of personal skills. Thus, a person should focus on the work and should also delegate the work according to the time. The mistakes ever done should be admitted to developing personal skills. The myth of multitasking should be forgotten by the students or the employees to improve personal skills (Thatcher and Brown, 2010). Personal management skills can also be developed by improving coordination with colleagues. The basic principle of life must be followed by the students as well as employees to improve self-management skills. 

Communication skills 
The capability of exploring the ideas and presenting the ideas effectively so that everyone can understand the meaning of the message is known as communication skills. An effective communicator can connect the audience and can easily deliver the message to the audience. Communication skills play an important role in life and every aspect of life. Communication skills have different forms such as informal, formal, written, verbal, and non-verbal communication (Saunders and Zuzel, 2010). All these forms of communication have one common thing is that the message is delivered to the receiver from the sender very effectively. For the growth of carrier, the improvement in communication skills is very crucial, as the team leaders are required to be an effective communicator so that every member of the team can understand the objective of work. The first step for growing communication skills is an academic session. Communication does not need the voice it just requires a medium and message. 

Importance 
Communication plays a vital role for everyone in every aspect of life, such as speaking appropriately with a wide range of people with properly maintaining eye contact and presenting the ideas effectively. All these can be happed by the development of communication skills. For delivering and understanding the information accurately and quickly written and verbal forms of communication skills are very essential. Communication skills also play a vital role in the life of the students in the ways of understanding the points of teachers and sharing the problems effectively with the teachers so that the problems can be resolved easily (Omar et al., 2012). An effective communicator can ask the questions to anyone with confidence and can resolve the problems. Thus, communication skills are very crucial. Regarding the human experience, communication is the core of everything, as it impacts on the ways of working and learning. Communication skills are the base of being confident and motivated. Therefore, everyone should focus on improving communication skills and communicate effectively. 

Example
Teachers always ask the question after the completion of the session so that the problems can be resolved, and teachers can communicate with the students. During the academic session, I asked the questions to tutors after the completion of the class so that I can understand the topic properly if got confused. Most of the time, I asked the questions of the other students as well to the teachers because of well communication skills. This task of the academic session will help me in my professional life as well.
 
Recommendations 
By creating the competition for the students, the level of communication skills can be improved. A person can develop communication skills by creating a healthy feeling of curiosity. Communication skills can be developed by continuously reading the newspapers or the articles and also by practising daily. Students should improve the way of participating, as it will increase the curiosity of knowing many things along with increasing communication skills. By avoiding relying on visual aids communication skills can be improved (Jackson, 2015). Improvement in the ways of delivering the message and maintaining eye contact will help in increasing communication skills. 

Innovation and Creativity skills 
The technique of doing the work differently than the general way is termed as an innovative and creative way, and the skills of a person of doing the work in different ways are known as creatively and innovation skills. In academic life, being an innovative and creative person is particularly important in the present environment because of the continuous increment in competition (Baumann et al., 2011). Innovative and creative students are capable of doing the work and achieving the objectives effectively. Thinking in different ways and then applying those different ways into the real-life to complete the work is the main process of innovative and creative skills. Creativity is the process of innovation, where it involves learning habits and critical thinking. Creative and innovative students are capable of resolving the problems, as they can find a different solution to the problem. The students or the employees use the mitigation to generate new ideas for working creatively. 

Importance 
Creativity skills are especially important for determining the interesting ways of the approaches and resolving complex problems. These skills are important for dealing with uncertainty and thinking about the problems in different ways. To create new ideas for competitive advantage and thinking in novel ways for developing the products and improving the business, creativity, and innovation skills are important. For improving academic performance, students are required to be creative and innovative. This skill encourages students to do something innovative and creative, like working on some project or making some innovative ways to resolve daily life problems. The students become innovative by thinking creatively and resolving the problems in different ways (Carmeli et al., 2010). These skills promote the students to work on the project with the focus and think carefully about the questions or the problems. Creativity and innovation skills are also very important in reducing stress levels and improving performance. These skills promote deeper and active learning. The students, as well as the teachers, are encouraged to explore things in different ways through creativity and innovation skills. 

Example
In the academic session, I worked on a project with a team of seven members, where we have identified the problems with the waste management program, created an advertising plan for promoting the solution of the problems related to the waste management by researching different solutions and taking help from the other schools. For spurring creative thinking and innovation, the application of project-based learning is another approach. There is another project on which I have worked and shown innovation and creativity. I have worked on a project where we have made a robot that follows the instruction given in the way of coding. Many teams have made the robot in that event, but we got the first prize for innovation and creativity. The innovation was the robot can follow any line of any kind and the creativity was its design. 

Recommendations
The students should focus on consuming interesting content for improving innovations and creativity skills. These skills can also be improved by following the creative people and learning from them, and in the present era of technology, it is quite easy to follow the creative and innovative people. Facing various problems is one of the great ways of improving creativity and innovations. Students should try to get off autopilot and stimulate their brains for developing innovations and creativity (Baumann et al., 2011). The students should participate in programs, should use the creative models, use the most effective strategies, and also should find a different alternative more than one to resolve the problems, in this way the students can improve the innovation and creativity skills. 
Conclusion 
It can be concluded that various skills are very vital for the students to work and get better work in professional life. The students can work very effectively and efficiently in their life by these skills and continuous improvement in these skills. It can be concluded that students must follow the instructions to develop the skills. For becoming an effective communicator, active listening, and appropriate way of delivering the message is very crucial. The students are required to have creative and innovative in the present era because of the current higher level of competition. 


 
TASK 2 
Reflection

 
Introduction 
Academic and employability skills are the main base for the students to grow in professional life and achieve the goal. The knowledge about the strengths and weaknesses regarding the academic and employability skills will be developed by personal reflection. Gibb’s reflective model will be used for personal reflection on the given task. In the end, the Reflective journal will describe the improvement and development in the work with the proper rating of the development of the skills before and after the work. 


 
Gibb’s reflective model 
Gibb’s reflective model is the best way of describing the experience and overcome of that experience. The model is in the five phases, where every phase has its meaning and value to further reflect the experience. The total five steps of this reflective model, with the proper reflection of personal experience on the current work, are the following: 

Description 
The task was aimed to prepare an academic report on analysing the academic and employability skills. Initially, I had no idea about what to do or how to do it, because of lack of knowledge about the main motive of the topic. But later when I read the aim of the assignment, I analysed it , and then realised is quite easy to work on it as I have to write about myself regarding the academic skills and employability skills. Determination of the key skills was the main purpose of the topic (Simatele, 2018). Thus, for determining and writing my academic skills and employability skills, I used some of the feedback given to me in the academic session regarding my skills that helped in enhancing the level of academic skills, which would also help me in my professional life or improve my employability skills. The task has also helped me realise where I should work harder to improve my skills and which part of my skills is my strength. Due to this task, I analysed my skills and evaluate them so that I can also improve those skills for further life. I am quite good at communication and planning skills. Thus, based on these skills, I planned reading and completing the task so that the overall work can be finished successfully within the period. Initially, I faced more difficulties in making the proper plan regarding completion of the work but later the plan was made successfully, and I applied that plan to finish the work. 

Feelings 
The level of the task was not so high, so when I read the task I felt that I can complete it very easily because I have an idea about how to work on it and what is the main motive of the task. For starting the work and knowing the motive of the work, I took lots of time, and after proper understanding of the work I used some of the skills especially planning skills and prepared a plan. When I was unable to make a proper plan on how to start the work and should I mention, I was becoming angry because I have to finish the work on time, and at the starting of the work, I was unable to prepare a plan properly. I researched the topic through various sources and found out how to do the work and what should be mentioned in the work. Thus, after determining the aims of the work I made the plan. At the time of completion of the planning, I was very happy and very excited about the completion of the plan because I know that after the completion of the planning I never took too much time on any task to finish it. I researched myself to know the level and value of skills whatever do I have and what skills are my strengths and on what skills I must have to do the work. After knowing that communication skills and planning skills are, like my strengths and research skills and team-work skills are my weaknesses. I wrote about these skills along with their importance and recommendations regarding improving these skills. After writing about the skills I was incredibly happy and thankful because this task has helped in knowing my strengths and weaknesses so that I can work on my skills to improve and develop. 

Analysis 
The planning process is very essential for the completion of the project, as it guides how to do the work? What to do? And also, in how much time the work should be finished? Initially, I found various difficulties in preparing the planning regarding the topic and took lots of time to know the motive of the task and also to delegate the work based on the time duration and level of difficulties of the work. I was de-motivated during making the plan and was unable to finish the plan because of a lack of knowledge and took lots of time in preparing the plan due to the weakness of research skills. I took help from one of my colleagues to know what I should I do and also what should be research to prepare the plan and complete the work (Garritz, 2010). That help from one of my colleagues was very helpful for me to finish the planning section so that I accomplish the work within the time session. The completion of the planning portion gave me some confidence to finish the work. Thus, this motivation took me away towards the completion of the work. 

Conclusion 
It can be concluded that academic skills and employability skills are very crucial for everyone to grow further in life. The way of planning the overall process of preparation for planning research on the topic improved my self-confidence and skills to do the work. I also improved my planning skills. I learned from the project what kinds of strengths do I have and what weaknesses, which should be overcome later in the future for the better work. It can be concluded that communication and planning skills are one of the strengths and research skills and teamwork skills are my weaknesses. The work has been completed within the time limit because of the use of strengths. It also can be summarised that helping everyone and getting help from others is the best to overcome the de-motivation and get back to the work with the proper flow. 

Action plan 
Academic skills and employability skills are very crucial for me to grow further in my life and achieve more success. I have analysed that the development of skills is especially important to work efficiently and effectively. The work has analysed me that I must do more work on my weaknesses that have been highlighted by the work. I require doing more work on developing my research skills and team-work skills. Research skills are very important skills in every aspect of life to know deeply about the topic. To improve my weaknesses and develop my strengths I have made an action plan that is most required for me. I will develop my communication skills by attending various seminars on the communication and would participate more in the presentations so that the mistakes can be overcome, and the tutor can give me feedback on the mistakes. By knowing those feedbacks, I will improve my skills by resolving those mistakes (Dressler et al., 2018). Planning skills require work always to be developed so that I will participate in different workshops and would also participate in social events as a leader to improve my planning skills. I would also research daily on some topics and would take support from the mentors regarding research to improve my research skills. It would take around 12 weeks to improve and develop my research skills. I would work in a team and would also participate in the team activities along with this I would also learn from the other teams that how everyone participates in the team. I would improve my ability to believe in others regarding the work, as this would help me in participating in team and increasing the trust in them. 

Reflective Journal 
  
	Skills 
	Rating before the work
	Rating after the work

	Time-management skills
	5
	8

	Research skills 
	4
	7

	Communications skills 
	5
	8




Time-management skills – Time management skills were one of my weaknesses but due to this work, I have developed my time-management skills very effectively. I can now easily manage my time . After the completion of the work, I have noticed the improvement in time-management. One of the evidences of the improvement in time-management is that I have been assigned as a volunteer in a social event. In that event, I must work with the team for the event and I also have to work on my academic work. Thus, the arrangement of the time with the proper flow was very crucial to complete the academic work as well as participate in the social event. I tried my best and manage my whole time by delegating the work into the small parts according to the required time.
  
Research skills – as a student or a professional employee, research skills are very important. Everyone has to do some research for the work, and it is mandatory to accomplish the work effectively. Initially, I was unable to get the proper data on the topic for the work but later I did more research on the topics because I have to accomplish the work very effectively and better work than the others (Wald et al., 2012). The improvement in research skills can be easily noticed in me, as presently I became a detailed oriented person, I always want to know deeply. Thus, I utilize both offline as well as online sources to research the topic. I was not so great in research, but the task has developed my research skills and I would follow the action plan for further improvement. 

Communication skills – I felt that I am an effective communicator, as I can communicate with anyone easily and can also deliver my message very effectively. Communication skills are one of my strengths, I have finished the work effectively because of my communication skills as well. I can communicate with anyone easily; this part helps me in collecting the data regarding the project by offline sources. I met many people who know my behaviour and skills along with weaknesses and so they helped me notice them and for the work as well, as improvement. I will work more on developing my communication skill and would follow the action plan for maintaining the overall strengths and overcoming the weaknesses. 

Conclusion
As a conclusion, it can be said that development and improvement in academic skills, as well as employability skills, require the best knowledge of the strengths and weaknesses, which has been highlighted by this work. It has summarised that the development of the skills was very important for me to convert my weaknesses into strengths and develop strengths. I face difficulties in mainly the research section, as before the work I was not able to do the research but during the work, I did research and develop my research skills. I also noticed that the utilization of different sources is very crucial for increasing the impact of research.  
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