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[bookmark: _Toc512441211]Executive summary
The report is all about a reflective review of academic and employability skills needed to be successful in the future job. In the first part of the report, the academic skills and its importance for a student has been stated. And then, how much this academic skill help in the job market and which kind of skills are needed to get the job, like I’m interested in the Office service assistant in an organisation, has been discussed. Also, the way in which the skills gaps can be filled up has also been illustrated in the later part of the report.
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[bookmark: _Toc512441212]Introduction
Academic and employability skills are two different types of skills that an individual need. Academic skill is for completing the graduation from a university and employability skills are skills that required by the organisation. however, employability skills are those skills that are more practical than academic skills. These skills can be obtained by the continuous training process under the observation of any trainer. So, to get one’s desired job, a person needs to work on his abilities and develop them efficiently.

[bookmark: _Toc512441213]A reflective review of academic and employability skill

While studying about different issues in this module, I learned different things about the academic and employability skills. The reflection on the academic and employability skills mainly signifies about my self-learning on this issues from my class lectures and class discussion. There were different seminar activities which can also be used to reflect on my learning about academic and employability skills. 
[bookmark: _Toc512441214]Academic skills 
Academic skills refer to the skills that are needed to keep continue the study in an academy. These are the combination of those skills which help a student to go with the normal activities of a university and complete their graduation and achieve the degree for that they were admitted which will help them in the job market. In the University of the UK, the skills that I need, as a student, to survive and obtain my desired degree are illustrated below. The following skills are from the journal – “The relationship between study skills and academic performance of university students.” Procedia - Social and Behavioral Sciences, 30, pp.1416-1424 which is mentioned by Hassanbeigi et al. (2011).

[bookmark: _Toc509758568]Figure 1: Basic Academic Skills
Time management: As a student, a specific hour needs to be spent in the university and so everything needs to be managed in a way that I can perform my entire task completely. I need to manage my time according to my academic work. It is a very crucial skill of a student that will assist in future job sector also (Overtoom, 2015).
Reading for information and understanding: Most of the students in the university skim through the book or the references provided by the university which is not preferable. As I am a student of a university I need to read carefully what the book is written, the author of the book and objectives of my reading the book and this kind of approach will help in making further assignments or doing a research paper that will be provided by the university (Rogers and Wright, 2016). Also, the understanding of the lesson during class time and while reading the books is also very important.
Academic writing: Academic writing is those writings which consist of an essay, research and thesis paper on a certain topic. This topic can be based on the academic lesson or outside the academic lesson which is beneficial to the students (Boshuizen et al., 2016). As a student, I need to have the skill of assignment, essay and research paper writing and for that, I need to have skills of Microsoft Office to accomplish those tasks. 
Note-taking: It is a basic skill that almost every student has while they are studying in any university. Likewise, I need to take notes while my teacher is giving any lecture regarding the course which will assist me in reading and doing academic tasks. 
Research: Generally, research refers to the systematic investigation on a given a topic, study of the material and sources to build facts and reach a new conclusion. In an academy, as a student, I need to have the skill of studying, analysing a given topic, in other words, researching, to help me accomplish my academic works. The techniques of doing research are taught by the teacher of the university.
Referencing: Referencing means giving a citation that is being collected from someone’s book or journal, in other words giving credit to that person for his work (Hind and Moss, 2017). As I am a student of a university I need to do any assignment and research on a certain topic and all time I will not get or know all the things on the topic. So, I will need to take someone’s theory or model to make my research strong (Boshuizen et al., 2016).  After taking the theory of that person, I need to add citation after theory or model. therefore, knowing the techniques is also very important for me and the guideline is provided by every university. 
This all is the academic skills that are needed by every student including and without having that it is very difficult to continue the higher education in university.
[bookmark: _Toc512441215]
Employability skills
Employability skills are some set skills that enable an employee to get his desired job in an organisation which is needed primarily by the professionals (Lee and Fang, 2015).  To be selected by the organisation, an employee needed to express himself something more of others. This is not just essential for the entry of an organisation but to increase the skill set in the competitive market to survive. In any position, an employee needs to have the tendency of enhancing his potentials which is beneficial to him and as well as the organisation (Ely and Scott, 2016). For instance, if I want to be an Head of Admin or Operation, of an organisation in future, I can start with the role of office service assistant. The skills that I will need are described below.

[bookmark: _Toc509758569]Figure 2: Basic Employability Skills
Communication skill: Communication skill is an essential part of any officer and employees especially for office service assistant. As I a office service assistant, I need to communicate with lots of employees, customers, manager of the various department, colleague and so on. I need to say the things clearly and directly so that it helps them to understand the message. So, in a professional world, I need to communicate with them professionally. 

Teamwork skill:  As an office service assistant, I need this kind of skills to collaborate the employees and staff of an organisation because office service assistant’s main activity is to manage office activities such as replying mails from the customers, maintain office equipment, documentation etc. (Erasmus-Kritzinger et al., 2015). So, to ensure the safety and performance of the whole office so that a working environment could be created, I might need to learn this issues (Pitan, 2016).
Problem-solving skill: An office service assistant, must work on different work-related issues and develop a solution for them. Also, when I need to collaborate the other people to figure out their performance skill, I will figure out the weak staffs of my organisation. In the following, I need to find out the problem of the individual’s concerning the performance they had demonstrated. 
Self-management skill: It refers to the skills of an individual to evaluate and monitor himself and improve his abilities and skills to serve better with the changing time. As an office service assistant, I need to be updated with the technologies and methods of managing the office activities of any organisation. Also, to be competent in my work field I must do my tasks in an organised way to perform my job efficiently. 
Planning and organising skills: An office service assistant needs to plan about how he operate the office activities, and help other employees to perform their job effectively. For all those things, a good build plan and organisation is needed. As an office service assistant, I need to need to develop a plan in order to accomplishing it before the deadline. 
Technological skills: An office service assistant needs to have the technical skills regarding the machinery and equipment used in the office management activities (Boshuizen et al., 2016). Likewise, I, as an office service assistant, will need the skill of operating the new tools and equipment for developing the employee’s performance in an organisation. 
Learning skills: It is a skill which enables an officer to be enthusiastic and acknowledge the necessity of learning new things regarding his field. Every office service assistant should have that skill. Having that skills will help me in learning and train the employees to increase their potentiality for the betterment. 
Initiative and enterprise skills: It refers to the creativity of an individual in the competitive market to achieve success (Erasmus-Kritzinger et al., 2015). Like, an office service assistant will need to work on the techniques of managing the work efficiently, how they can be improved, set short-term goals and eventually achieve long-term goals using the new strategy (Pitan, 2016).
In following, any individual can have skill gap in an organisation but he needs to fill up the gaps. Like, I don’t have many technical skills and it is one of the important skills that an office service assistant requires. Also, it is very important for an office service assistant to increase their potentiality and serve best to the organisation. 
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Every individual does not have the same skills that an organisation wants in their job. Someone may have a little skill concerning their post but they need to improve it. And so, skill gaps can be defined as the gap between what an organisation needs and what an employee has. Usually, after graduation, every student may not have all the skills that an organisation needs but it needs to be improved by the time being. In most of the time, the organisation provides necessary assistance and training to improve their skill which will eventually beneficial for the individual and organisation as well. The steps that can be followed to increase the efficiency of individuals are given below.

[bookmark: _Toc509758570]Figure 3: Ways to Improve Skill Gaps
Plan: The first and the foremost action is to plan about how and when the training will be given to the individual (Bharathi, 2016). For example, I have little knowledge about technology which is required by the office service assistant of an organisation. Besides it is also important to learnt operating office equipment such as printing, photocopying, emailing making inputs to the database etc. 


Identify important skills: The skills that are required by an organisation is to be identified, classified into sections – important and less important and then analyse them (Rogers and Wright, 2016). Example, for an office service assistant, I need some important skills in technological part like having a good knowledge of Word, Excel, PowerPoint, creating email, data analysing and so on. 
Measure current skills: After pointing out the important skills for the desired post, I need to find out what kind of skills I have and they required; create a level on which it can be measured (Erasmus-Kritzinger et al., 2015). Like, I may have a little knowledge about making reports, formatting and how much they need to be applied for and how much I need to be developed in every section (Overtoom, 2015). 
Act on the data: Thus, based on the data that have analysed previously will help me to act to improve my skills (Hind and Moss, 2017). Like, if I have less knowledge in making Excel Spreadsheet then I need to have recourse to a trainer or maybe I can get the training from the internet. Thus, proper guidance is very important in this whole matter (Ely and Scott, 2016). 


[bookmark: _Toc512441217]Conclusion
Academic and employability skills are those skills that are the most fundamental requirement that an individual need to get a job and do better in the future. In the following, it is also common that an individual will not have all the skills that an organisation required but it needs to be developed to get the place in your desired position.  Moreover, many organisations also provide some incentives and offer training programme to their employees to increase the potentiality of their employees which is beneficial to the employees and organisation also. 
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