Faustina Opoku-Amankwah
1818729
Academic and Employability Skills


[bookmark: _GoBack]Task 1
Executive Summary
This report holds a brief literature review of the current business industry through the scope of required skills in the industry. The report also holds a discussion on the employability skills that employers’ value. Finally, this report holds the personal reflection of the author in the scope of different evaluation tools, concluding with a personal development plan to achieve certain employability skills. 

1.1 Introduction
Academic and employability skills are skills that are accumulated over many years. There are many academic and professional skills that are required in the business industry like a good knowledge of technology, communication skills, leadership skills, problem-solving and teamworking skills. These are valued by employers and recruitment agencies. A PDP can help an individual to achieve such skills in a time-bound manner (Cuseo et al., 2016). This report will hold a literature review of the professional skills required in the modern industry and a critical appreciation of the personal academic skills and employability skills of the author. 
1.2 Methods
This report will use different tools like SWOT analysis, SMART objectives, Personal Development Plan (PDP) to analyse the academic and employability skills of the author. These tools will be used to understand the authors employability and personal skills required for the report because these are analytical and evaluative tools used to understand the skills of an individual. 
1.3 Discussion
Throughout Term 1 of this module, I have learnt about the different personal and professional development skills which add to my academic and employability skills. I have learnt about different models of evaluation of individuals such as myself and learnt the tools to improve myself according to the needs of the business industry. In the different sections of this report, I will discuss my personal skills in a self-critical lens and analyse my academic and employability skills. 
1.3.1 The World of Work and the requirements from an individual. 
To analyse my personal skills, I have to understand the standard that I am aiming for. Obviously, I want to get to a renowned workplace in the business industry. In the business industry, the job centres or organisations do not want a stationary set of skills which can be applied to only a single job sector. Rather they want a wide set of skills from the individuals which can be applied to a large range of situation. Elizabeth Bacchus, a career coach discussed that anyone with a particular set of skills can change their sector as the business industry employers do not want only a static set of skill, rather they want employees with transferrable skills (Changing your career: How to identify your transferable skills, 2020). Bacchus discusses that the various sectors of the business industry have shortcomings and gaps, and they want to fill the gaps with individuals who have the skillset to fill such gaps (Changing your career: How to identify your transferable skills, 2020). In order to understand what the business industry needs and if an individual has the ability to get into the industry, the individual has to assess what skills they have and what they are lacking. 
Employers now want their employees to have a clear commercial awareness to make sure the employee understands the current situation of the industry. For example, after the 2008 recession, the industry searched for individuals with Marketing and sales backgrounds (How to Survive a Recession and Thrive Afterward, 2020). There was also a high demand for HR executives with global experience in their sector. These individuals understood the current situation of the industry as they worked closely with different countries. Bacchus also clarifies that the things that an individual love, personal qualities and the work aspects that an individual is good at can add to the organisations that they want to go in (Changing your career: How to identify your transferable skills, 2020). Again, employers look for the communication skills that an employee has so that they can communicate with the organisation, the other employees and the customers of the organisation, this is a vital quality of any individual working in the business industry. As Rachel Swain (2019) also thinks that how clearly an individual puts forward their ideas and how effectively they listen to others is an important skill for any recruitment agency (What skills do employers want? | Prospects.ac.uk, 2020). Again, modern organisations are based on teams and thus an individual must have proper teamwork skills along with their communication skills (Robbins et al., 2017). With proper teamwork skills, an individual can work effectively with team members and can complete the tasks with much proficiency (Williams, Woolliams and Spiro, 2015). These skills have to be supported by how the individual can solve problems. Dr John Sullivan (2020) also exclaims that the business industry wants individuals who can be smart about their jobs and how they solve problems. Individuals also need leadership and organisational skills, which comes along with motivational skills and perseverance (Bolton and Delderfield, 2018). These are skills that any recruitment agency looks for. An employee, as a team player has to be able to play both roles of a leader and a follower. According to reed.co.uk, the ability to work under pressure with confidence is a genuine skill that employees want to see in an individual (What are transferable skills? | reed.co.uk, 2020). Hays recruitment agency adds to this list of skills, negotiation skills and technological knowledge (Reflecting on your career during lockdown? 7 questions to ask yourself, 2020). 
1.3.2 Reflection on my Personal skills
In this part of the report, I will look at my personal skills in both academic and employable skills with different self-critical tools. I, as an academic student, have accumulated different skills over the years in academia. With the understanding of the current business world from the previous part of the report, these skills can be compared to evaluate my own position as a future employee in the business industry. This can be done with various tools. 
SWOT analysis
SWOT analysis is a tool to understand the strengths, weaknesses, opportunities or threats of an entity (Romanov, Drozdova and Romanova, 2018). In this case, I have used this tool to evaluate my strengths, weaknesses, opportunities and threats as a potential entity in the business industry. 
	Strengths
	Weaknesses

	1. Good communication skills
2. Perseverance
3. Can work as a team player
4. Can work under pressure
5. Interest to learn


	1. Little leadership skills
2. Has a lack of motivation 
3. Lack of technological knowledge
4. Lack of academic writing knowledge

	Opportunities
	Threats

	1. Has chances to improve the lack of technological skills over time. 
2. Can improve leadership skills by working in teams. 
3. Can learn about academic writing.
	1. Has other competitive candidates with good leadership skills and ample technological skills. 


Table 1: SWOT analysis of self (Author)
According to myself SWOT analysis, it is apparent that I lack several of the skills necessary for employment in the modern workplace. But there is also an opportunity for me to improve such skills with the rest of my time as an academic student. I can work to improve my strengths and reducing my weaknesses. 
Time management
With the understanding of my strengths and weaknesses from the SWOT analysis, I have to work towards utilizing my time properly so that I can reduce my weaknesses. To do this, my objectives should be SMART. I can set time-bound objectives which will add to my skills. 
Objectives: 
1. To improve my leadership skills in the next 2 years working in teams. 
2. Join motivational speeches and seminar to improve my motivation over the next year. 
3. Increase technological knowledge required in the business industry over the next year 
4. Attend seminars and workshops to improve my communicational skills. 
5. To improve my academic writing skills over the next six months
I can work under pressure, as a team member, but I have little skills as a leader. This is a great downside and I have to set objectives to become efficient in my leadership skills. I can do this by understanding and studying leadership skills and articles on leadership skills in the business industry. Again, as I have little knowledge of technological tools, I will have to study and improve my technological tools over the next years and come out of the university with ample knowledge of technology to become competitively competent. I have seen that Social media apps like WhatsApp and Facebook have kept me from achieving knowledge on these skills. So, I have to control my time management to reduce my time on social media and concentrate on my skill-building activities. I can make use of the Pareto 80:20 tool as an idea to manage my time better. This tool suggests that an individual has to choose the activities which bring results with minimum efforts (Koch, 2018). Only training in the specific fields and working in a team can give me efficiency in removing my weaknesses in the shortest possible time- giving me the 80:20 ratio of efficiency and time (Koch, 2018). If I can manage my time with the specific objectives in mind and use tools like the Eisenhower Method or 80:20 tool, to sort out the objectives, I can plan out a personal development plan for myself. I have to change my daily activities to adjust the different tasks to my natural body clock. I can go for training activities at the peak times of performance. 
Personal Development Plan
In the previous parts of the report, I have analysed my current situation as
	
	Short-term plan 
(3-6 months)
	Mid-term plan
(over two years)
	Long-term plan
(Over the three years)

	Goals
	a. Improve my academic writing skills. 
b. Improve my time management skills
	a. To improve my leadership skills. 
b. To motivate me
	a. To improve communication skills. 
b. Improve my technological knowledge and skills

	Skills to be learned
	a. Report Writing, 
b.  Essay writing,
c. article writing
d. Time management skills. 
	a. Leadership skills. 
b. Team management skills. 
c. Motivational skills,
d. HR skills,

	a. Reading, writing, listening skills. 
b. Microsoft Word, Excel, PowerPoint skills.
c. Adobe Photoshop and Illustrator skills. 
d. Teamwork skills. 

	How to achieve skills
	a. Read articles, books and academic journals on academic writing styles. 
b. Read on different time management skills. 
c. Implement time management skills in my daily routine. 
	a. Read on the literature on Team management, leadership and HR skills. 
b. Work in groups and teams in the University. 
c. Attend motivational speeches and seminars. 
d. Work with the teachers and take their help to understand HR in the business sector. 
	a. Attend seminars and workshops on communication. 
b. Work in teams and communicate with the other team members about their lives. 
c. Attend courses on Microsoft Office tools. 
d. Learn Graphics designing by attending courses on Adobe tools. 

	Resources
	a. Access to academic journals and books from the university library and jstor. 
b. Access to the internet. 
	a. Access to the library. 
b. Access to teams. 
c. Free time. 

	a. Access to communication workshops. 
b. Free time. 
c. Access to funds to do courses. 

	Time Schedule
	
	
	

	When do I start
	Start learning immediately. 
	Can start immediately. 
	Start immediately. 

	When do I expect to finish
	By the next 6 months in the university. 
	By the next 2 years. 
	By the next 3-4 years. 


Table 2 Personal development Plan (Author)
1.3.3 Reflection on Term 1
At the beginning of Term 1 of Academic and Employability skills, I was an individual with little understanding of academic writing and professional skills. I had many of the skills but understood little of the implication. As I progressed through the term, I came to understand and reflect on my own skills, of which a brief analysis is done in the previous section of the report. With this Term, I came to understand that although I have certain skills required to be in the professional world, I lack certain others which will let me down in the business industry as a professional. Again, I have come to understand the different time management skills, personal development skills and academic skills in the terms in great detail. This has helped me gain confidence. So, by the end of the term 1, I have become confident of my learning and aim to improve myself over the next years in the university with proper time management and target to gain different skills along the way to becoming a professional. 
1.4 Conclusions and recommendations
With the understanding of the different skills learnt in this module I have analysed my own academic and employability skills. I have also gone through a literature review of the relevant literature to do so. I have personally enjoyed doing this. Finally, this report holds the personal reflection of the author in the scope of different evaluation tools, concluding with a personal development plan to achieve certain employability skills. I would recommend anyone analysing their own skills to take time to understand their own strengths and weaknesses and evaluate their professional skills in regards to the industry demands. 

Task 2 
Executive summary
This report will hold a brief introduction to Gibbs’ reflective cycle. This report will also discuss the events of the module Academic and Employability skills using the different stages of the Gibbs’ reflective cycle as Description, Feeling, Evaluation, analysis, conclusion and action plan. This report will hold the author’s personal reflections.



2.1 Introduction 
There are several recognized models of reflection like Kolb’s, Gibbs’, or John’s reflective frameworks (Gibbs' reflective cycle, 2020). With these models, an individual can reflect on an experience or an event. I will also reflect upon my experience on the module: Academic and Employability Skills in both Term 1 and Term 2 using the Gibbs’ reflective model. 
2.2 Tools and Methods
This report will use the Gibbs’ reflective model to discuss the experience of the author. This tool will be used to describe, analyse and evaluate the personal experience of the author of a particular event which is in this case the description of the module: “The academic and Employability skills”. This tool is used because it is a recognized tool to evaluate and reflect on an experience.  
2.3 Description
2.3.1 Reflection on the module: Academic and Employability Skills
The Academic and Employability Skills module has been a challenging, yet enriching experience for me as I have had to overcome many of my weaknesses and learnt a great deal about personal and professional skills and the skills required as a professional.  The experience I have gathered over the course of the module will add to my professional and personal skills as an individual. 
2.3.2 Gibbs’ Reflective cycle
According to the University of Edinburgh, Gibbs’s reflective cycle was introduced in 1988 as a reflective tool by Graham Gibb’s which suggests learning from experience (Gibbs' reflective cycle, 2020). With the use of this tool, one can explain, analyse, evaluate an event, and finally with the knowledge of the experience prepare for a future iteration of the event (Succeeding in postgraduate study, 2020). This report is my reflection on the experience of the module Academic and Employability Skills module. 

Figure 1 Gibbs' reflective cycle (Gibbs' reflective cycle, 2020)
2.3.2.1 Description 
In this step, I will describe the events of the module without any evaluation or analysis as Gibbs suggested the description part of his cycle would do (Succeeding in postgraduate study, 2020). 
In the module Academic and Employability Skills, I have learnt about the different personal and professional development tools that can improve an individual to work in the professional sphere. The whole module is divided into terms which are executed in several weeks. For example, in the first week of term 1, I had learnt about the different skills needed for my personal development, along with tools like PDP. In this term, I had also learnt about academic writing structure and common problems faced in academic writing. I have seen several videos provided in the learning hub and participated in in-class activities to understand the topics better. In the third week, I have understood time management skills, and different tools to manage my personal time such as the Eisenhower method, and the Pareto 80-20 rule. I also learned about self-reflective journaling and note-taking skills and research skills in academia. I also learned about different writing tools like paraphrasing tools, referencing tools, and summarising tools. In the second term, the activities were divided into several weeks again. In these different weeks, I learnt about different employability skills and CV and cover letter writing skills. I had also learnt about public speaking and presentation skills. I learnt about these activities with the class lectures and the different videos posted in the learning hub and showed in the classroom. Some of the tasks or lessons that I had in the module was already known to me. Such as, I knew the communication skills and tools like paraphrasing and summarising. But there were different tools like PDP and Eisenhower method which I did not know prior to the module. 
2.3.2.2 Feeling
In the module, I had learnt a lot on different personal and professional skills which were described in the description section. In this part of the report, I will discuss my feeling on the module without any evaluation. 
As I did not know many of the module lessons prior to attending this module, I found technical terms troublesome. I felt worried at the beginning of the course as I thought I would not be able to finish the course efficiently. I was not confident and after going through SWOT analysis, learning about PDP and the time management skills, I thought I was incompetent than many of my classmates in a professional setting which made me feel sad and anxious. But after applying the time management and academic skills in my own personal life I became happy as I had improved a lot on my time management and academic skills. 
2.3.2.3 Evaluation
In Gibbs’ evaluation the events are judged based on the different facts to understand if they are good or bad (Williams, Woolliams and Spiro, 2016). In this part of the report, I will evaluate the different tasks of the module according to the evaluation phase of the Gibbs’ reflective cycle. 
In the Academic and Employability Skills module, I have learnt about the different skills needed for academics and employability. As discussed in the description part, I had known about several skills beforehand but did not know about many others as suggested in the description. The different tools in this module that I learnt were effective in my personal development. For example. In week 1 I had learnt about PDP, and in Week 3 I had learnt about time management skills. These were very effective tools to improve me as a professional. With the Personal development plan and the different time management tools like 80-20, or Eisenhower method I had understood the value of effectively using my time. These tools were effective to develop myself as an individual as I had used these tools in my personal life. With the lessons of these two weeks, I had personally developed a PDP with proper goals which will improve my productivity by the end of the module. Again, in several weeks of the module, I had learnt about academic writing styles, regarding, essays, reports, presentations and research. These are also effective tools as they gave me a detailed knowledge of academic writing which will help me going forward in academia. I knew about academic writing prior to this module but these lessons gave me a broader knowledge of academic writing. I had also learnt about reflective writing which was also an important tool for me as this lesson enabled me to take notes on the class lectures and enabled me to write this report. I had also learnt about what the industry wants from a to-be professional like me from several articles, and videos provided by the tutor which was also helpful for me to become a better candidate for the professional sphere. Finely I had learnt about presentation skills and research skills, which were also very important and effective for an individual like me as they helped me become a better presenter who can analyse and research relevant information. 
2.3.2.4 Analysis
In the analysis part of the Gibbs’ reflective cycle, the event is analysed into parts to get insights for future iterations of the events (Cottrell, 2019). In this part of the report, I will analyse the experience that I had in the module to get insight into any future iterations of this module. 
To look at the module, it was divided into chunks to help me and the other students understand the different parts of the academia and the professional world along with the tools necessary to make ourselves fit for both the fields. In the introduction of the module, we had learnt about the professional world with the understanding of a personal development plan, which enabled us to prepare for a better professional life. Later the module went to personal development tools and academic development tools like time management or academic writing lessons which improved me in both academic situations and out of the classroom activities. For example, with the understanding of time management tools, I have fixed a routine with an ample amount of rest and study which improved my physique and mental condition and enabled me to better concentrate. Again, the module moved forward from introductory personal development and academic development to advanced steps like writing researched materials and presentations and reports which will also help me to be a better professional. But there were setbacks for this module for me as well. With time management skills lessons and personal development plans lessons, I understood that I had been wasting much of my time in social media and non-productive activities. I aim to use the knowledge of this learnings in the future modules.
2.3.2.5 Conclusion
To conclude on the module, I had learnt a great deal about both academic, professional and personal lives and understood the requirements of the professional world, and academic world to better prepare myself for the best of both worlds. This module has helped me to become a better academic with reading, writing, researching and presenting skills, it has also helped me with my future professional life with reporting, analysing, leadership, teamwork and communication skills. Finally, this module has helped me in my personal life as well giving me a better time sense and analytical sense of my environment. 
2.3.2.6 Action Plan
Action plan in Gibbs’ cycle refers to any future iterations of the same or similar events (Zulfikar and Mujiburrahman, 2017). 
For example, in any future iteration of this module, I will try to work out my shortcomings. Although I had improved myself a lot over the course of this module academically and professionally, if I had the chance to do the module again, I would focus on studying on the literature available on the different tools to better adapt them in my personal life. I will try to gather these skills as required by the module and implement them in my life to become more competitively competent in the personal and professional fields over the next years. 
2.4 Conclusion and Recommendation 
With the Gibbs’ reflective cycle, I described the events of the module Academic and Employability skills in different parts. With the lessons of the module, I have personally and professionally improved over the course of the weeks. I have personally enjoyed doing the lessons of the course. 
I would recommend anyone taking the courses to indulge in the different tools and use the tools in their own personal and professional lives. This will improve their personality and time management sense. I would also recommend doing a proper literature review of the different bodies of literature available in the relevant fields. 
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