[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]	

Academic and Employability Skills
Assessement-02


	Student Name:
	Sultana Bibi

	Student Number
	1604274

	Module No:
	BMSK4001 – ASSIGNMENT 2

	Module Title:
	Academic and Employability Skills

	Lecturer:
	Sylvia Hoffmann







Contents
Introduction	3
Skills I have developed on Decision Making	4
On Teamwork	4
On Written and Verbal Communication	4
On Problem Solving Ability	5
On Planning and Organizing	6
On Time Management	6
On Self-Management	6
Skills I need to enhance on Self-Awareness	7
On Willingness to Learn	7
On Punctuality	8
Skills I need to develop on Leadership Quality	8
On Flexibility	9
Conclusion	10
References	11



[bookmark: _Toc37000344]Introduction
The core purpose of this report is to prepare a reflective report on the effectiveness of the module in building my academic and employability related skills and traits. After completing the report, the author will be able to boost his existing skillset. It will improve his communication (both written and verbal), problem-solving, organizing and planning, time, self-management, learning, flexibilities and punctuality aspects. After analysing the author’s existing capabilities in these areas, suggestions will be made on potential weak points and how those weaknesses can be mitigated (Jonck, 2014). My experience of undergoing the process of enriching employability skills that also have academic significance has helped me to be better prepared, strategically advanced and futuristic in my life so that I can precaution myself for my career appropriately and easily without many hurdles. 



[bookmark: _Toc37000345]Skills I have developed on Decision Making
Managers must go through various decision making in their professional life. Career success as a professional depends on taking the right decision at the right time involving the right human and nonhuman resources. Though I am careful in making the personal decision in my life, I lack the knowledge, expertise and experience needed to make work-related decisions. Flynn (2013) has stated that managerial decisions are different and more difficult from personal decision making as it involves a company’s growth, profitability, strengths etc. That is why I must work on improving my ability to make the most appropriate and situation-oriented decision even in the worst-case scenarios. I may improve my judgement ability, analytical skills up until I get the change to serve in the firm and gain first-hand knowledge from experiencing there. 
 
[bookmark: _Toc37000346]On Teamwork
Teamwork is beneficial both as employability and academic skill as it paves the way for working together in a group chasing common goals. According to Bharathi (2016), individuals have their distinctiveness but in teamwork, they simply forget all the difference and work together for a common purpose. I know how to cope up and go together in a team keeping hand in hand. I have experienced the overwhelming influence of teamwork to succeed in my academic life as a student as it helps me to overcome my limitations as an individual. In professional life, this skill of teamwork will enable me to work easily and comfortably with my peers. I must uphold this skill and sharpen in continuously so that I can become a valuable team member in the team of the company where I will be working.  

[bookmark: _Toc37000347]On Written and Verbal Communication
I previously lacked decent communication abilities but with the assistance and guidance of the course, the teacher has facilitated me to overcome many of my problems in this field. The teacher’s method of teaching has caused me to improve both of my verbal and written communication skills for my employability. I can speak and flawlessly in English. As communication skills often dictate who will get the job, I believe that this course has improved my overall communication capability and preparedness for getting a new job with the help of effective and stronger communication (Saibon and Kamis, 2019). This skill will not only help to get a job but will also aid in boosting job performance later. 

On Email, CVs and the Covering Letter
I came to know a variety of styles available for writing an email. For example, it can be informal, semiformal and formal varying different circumstances and different receivers. Informal emails are used for sending personal information to friends, family etc. Formal emails are designed in the stipulated format using the formal language for official purposes. In a semiformal email, communication is done with parties who are known but the sender does not share any cordial relations with them. Moreover, I have been also taught how to prepare an impressive cover letter and curriculum vitae to inform my potential employer about my skills and abilities. Stated information in a cover letter should be structured and short. CV is a self-marketing tool to let the employer know about my achievements, qualifications, personal information, skills etc. against a certain job opportunity. Use of first-person is allowed in a cover letter but it is not allowed in a CV (Gill, 2018). 

[bookmark: _Toc37000348]On Problem Solving Ability
Problem-solving skills are greatly valued as a parameter for evaluating employability of a job seeker. As a positive thinker, I believe there are solutions to every problem but we just must find it out. Only real professionals can manage to do so. My positive and fresh outlook helps me to go to the root of the problems through detail analysis, problem identification, and interpretation, multiple strategy formulation, selection of the best strategy and finally implementation (Warwick and Howard, 2015). However, I must work out how I can put these skills of mine in an organisation and how I can add value using it there. Furthermore, this skill is also helpful in academic life as it assists me to solve various arisen issues and circumstances in the study. 

[bookmark: _Toc37000349]On Planning and Organizing
Trought (2017) has found that organisations nowadays an emphasis on core managerial skills like planning and organizing as they have direct implication over the success of the firm in the short and long run. These employability skills are largely affected by personal characteristics and participation in various co-curricular activities. As I have experience in some club activities, I have learned how to plan based on situational needs and conditions before executing them. That is why they are more flexible, realistic and objective oriented. My club activities have also taught me how to organise men other resources to accomplish a certain responsibility. I believe, these of my skills will prepare myself for any managerial responsibilities in the workplace. 

[bookmark: _Toc37000350]On Time Management
A proverb says not to work hard but to work smart. According to Puad (2018), time management makes that possible by allocating time-based on the significance and impact of activities. Activities of higher significance must be given with adequate time to complete whereas, for less important activities, time allocation can be minimized. I do not procrastinate any of my works and prioritise them using Pareto’s rule of 80-20. This report making has enabled me to complete and submit within a prefixed deadline of submission. I must make schedule and time division dividing my overall activities into several smaller parts. Then I allocate time for each of them and start to accomplish following the plan. It has thus made me cautious about time management and its overall implications in my academic and professional life. 

[bookmark: _Toc37000351]On Self-Management
Self-management is a set of disciplinary actions taken by me to keep myself organised; some of them are stress management, confidence builds up, perseverance, patience, emotional integrity, self-regulation, discipline, punctuality etc. I have found that these skills are highly effective in keeping me on track of chasing my goals and stay happy at the same time (Skoyles et al. 2019). Self-management brings greater perfection not only in personal life but also in professional life as it keeps one ahead of distractions, laziness, lack of motivation etc. Self-management is such a tool that guides an employee to the path of becoming a reliable asset for the organisation. 
[bookmark: _Toc37000352]Skills I need to enhance on Self-Awareness
Self-awareness represents the abilities of an individual human being to identify his personality, character, features and other distinct individuality. Every single human is somehow different and unique that the rest of the people in the society. I need to draw my attention to grow self-awareness so that I can better know thyself and can make my career decisions accordingly. For example: if I like to deal with people then I may go for becoming a human resource manager and should not go to some job where I will have a lesser chance of talking and dealing with people. Self-awareness will make me realize my strengths and recover from my weaknesses. This course has facilitated me to ask myself about my personal preferences, searching for my drawbacks and their potential solution (Byrne, 2020). 

[bookmark: _Toc37000353]On Willingness to Learn
Learning works as one of the biggest tools for self-improvement. Continuous learning brings immense knowledge and expertise. Most importantly, I have the willingness and intention to carry on the journey of learning new things. This module has fuelled my willingness to learn more about new skills and ideas. Going through this course has given me the opportunities to gather the following 4 sorts of learning skills. 

Figure 1- the four learning skills I have gathered (source: Cotronei-Baird, 2019)
I encourage myself to learn endlessly. This habit is needed to be accelerated so that I can learning new skills and topics even if I get my dream job. Learning allows me to grow both as a person and a future professional working at some renown company making significant business decisions.

[bookmark: _Toc37000354]On Punctuality
Punctuality is the habit of completing certain activity within fixed designated completion time or deadline. I must not procrastinate wasting my valuable time to keep myself in comfort temporarily. Procrastination may work as a momentary comfort zone, but in the long run, it is going to hard myself to materialise my objectives (Cottrell, 2015). Preparing this report has taught me lessons related to punctuality, time management and discipline at large. Without being punctual, I will not be able to accomplish my vast responsibilities in the organisation as an employee and thus my job performance will get hurt. I must realize my employer that I will not make any delay in doing any of their responsibilities. Valuing each second, I would like to get the best performance done out of it. 

[bookmark: _Toc37000355]Skills I need to develop on Leadership Quality
A leader does not only lead and stay in comfort, rather he shows his or her subordinates on how to perform their responsibilities vigorously and effectively. I feel comfortable to take fewer responsibilities but a leader is completely the opposite. I should count my shyness, discomfort so that I can position myself up to surrounded people and tell them about my ideas, thinking and concerns (Baumann, et al. 2014). I should be more emphatic to everyone by feeling their situations wearing their shoes. This report has motivated me to be participative in team works and sharpen my leadership roles by being more vocal and active. This skill will help me to prosper in my career as leaders are treated as pioneers and change introducers. 



[bookmark: _Toc37000356]On Flexibility
In organisations, situations always do not go according to plans. That is why employees need to know how to react and function in changing and adverse conditions. According to Pitan (2016), in changing situations, staffs must react based on the changing situations, but they should have prepared alternatives in their main strategic planning to counter any potentially complicated situation. Flexibilities are those scopes or alternatives based on what decisions or planning can be slightly modified to address the new situation. I must learn to work and plan flexibly so that I can better balance my work and personal life. The course has taught me that if I can be flexible it will increase my productivity and overall performance which will be beneficial for personal and professional gains (Hendrawan and Daryanto, 2019). 



[bookmark: _Toc37000357]Conclusion
After working on my employability and academic skills, I have become more self-confident and stress-free on my potentiality of getting my desired type of job. The learned lessons here will be helpful for the author to be successful in both individual and professional life. Various skills discussed here are highly handy for getting a positive impression from the employer for getting selected. Moreover, these skills will serve me for my lifetime and in my professional arena for ensuring higher job performance, greater productivity, more job satisfaction and overall success. Shown skills are brilliant for the long run to secure any dreamed professional position as they bring stability, tranquillity and maturity from an individual level which is also highly valued in the practical field of employment. 
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