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    ACADEMIC AND EMPLOYABILITY  SKILLS  INFLUENCE IN EDUCATION AND WORK ENVIRONMENT 

                                                                  Introduction 
The main objective of this report is to understand and evaluate how academic skills influences our studies and careers by analyzing different approaches and criteria; by analyzing  I mean explaining how this skills contribute to our knowledge and capabilities. 
Academic skills are important and vital to gain success in every career or level of education ; People who possess this abilities find it easy to progress and further their education in any field. 
Every  student need to have this skills because it improves their studies in a positive way ;  Good study skills improves your ability to gather knowledge and increases self esteem , confidence and reduces anxiety during examinations and deadlines. 
Students must have majority of this skill after completing their education program so they can become confident and efficient staff or entrepreneurs. 
Basic academic skills which are spelling, reading, writing and mathematics are essential and makes life easier for students by facilitating their learning;  Any education would definitely be incomplete without them since they include more complex skills such as critical thinking or evaluation and reflective practice.
Employability skills are transferable skills that an individual needs to have to be employed by an organization such as technical understanding and knowledge in the field ; Most  employers make it clear on what ability they want their future employees to possess.  (Akpomi and Ikpesu 2020)
Employability skills are positive abilities and values that an employee should possess to have an excellent carrier ; this skills include good communication , initiative, motivation, team work,  leadership and problem solving skills. 
In this essay I will mention different topics which includes communication ,  paraphrasing , referencing , summarizing , note taking  , time management , team work and decision making  and I will analyse the academic and employability skills I possess , the ones I have to improve and the ones I don’t possess. 

                                                        Communication 
Communication can be defined as the process of transferring and exchanging information between two  people or a group of people by talking, writing, non- verbal communication, listening and visual communication. 
Every process of communication  involves a sender  ,a message and a recipient it may sound easy but there are many factors that can disrupt this process and make it not effective; the sender encodes the information with words ,symbols and non verbal communication ( for example thru talking or writing ) the receiver decodes it by interpreting the information to  understand it then gives a feedback. 
The transition of information between the sender and receiver can be affected by multiple factors such as emotions, the  medium used to pass the message, cultural background, location and language barriers. 
Every employer around the world looks for staff with good communication skills because is fundamental for the progress of every organization or company. 
In the health and social  care industry communication skills are very important because an health care provider needs to learn how to encode and decode information since he or she will be working with different people with different personalities , cultural backgrounds,  ethical groups  ,needs and conditions ; every health care provider needs to be endowed with good communication skills and empathy to be able to express their self and be good listeners as well. 
I posses good communication skills because I use it efficiently in my every day activities both school and  my work place to understand my teacher and employer and exchange experience and information with my class mates and fellow employees by interacting with them ; I’m a very confident person and I like to communicate with  people and understand their point of view and if I don’t understand ( for example did not get the information ) i simply ask them to repeat so I can give them an effective response or feedback.  ( Morgan 2017 )
Good communication skills helps patients and clients to be free to express their feelings ; this can sometimes make them speak out of anger or frustration and make them sound rude or aggressive but a health care provider with good skills can change their mood and boost their confidence. 
                                             
                                                           Paraphrasing 

Paraphrasing can be described as an effective method to  clarify and interpret another author’s perspective or ideas in your own words by changing the structure but keeping the same message to  provide evidence that supports  your analysis or arguments .

I need to improve my paraphrasing skills because I often make mistakes and  is hard for me to find different words that have the same meaning  being that  English is not my first language ; unfortunately this problem penalized me in few of my previous works because it results to unintentional  plagiarism 
( including other authors ideas  into your work making them yours without their permission ).
I ’ve been learning English for 2 years now and to improve my paraphrasing skills I intend to expand my vocabulary by reading , writing and taking basic English courses .( Adeani et al, pp. 142)

                                           

                                              Referencing 

Referencing skill can be defined as giving credit to an author for using their knowledge and ideas to support your paper but this ideas must be paraphrased and you must acknowledge the source of your information.( Omar, 2019, pp.220)
I need to improve my referencing skills using Harvard style  ; I will improve my referencing skills by reading other people’s analysis to understand how they get their information and from what sources. 

                                              Summarizing and Taking notes 

Summarizing is an helpful skill that helps study ; summarizing helps break down pages into shorter and simpler sentences by gathering the useful information and deleting the less important information .
I have good summarizing because I always underline the key words and important information when I’m studying , reading , researching or taking notes .
Taking notes is an important / essential kills because it helps gather and record  information that will be useful in the future; it helps students or employees to remember informations that will crucial for their learning and work place.   

                                              Time management 

Time management is the process of planning activities and schedule them to make them fit into a time frame you give your self .
I have good time management skills because I’m very punctual and I always organize the activities I have at hand to make them fit into my routine. 

To manage my assignment I always plan ahead of time to avoid confusion and procrastination that will result in disappointment and time wasting ; for example I have to go work, do homework ,go to the bank and go for food shopping, I will wake up at 9am  ,have a shower around 9.10 am , have breakfast around   9.35 am , study at 10 am because in the morning is easier to assimilate information,  around 12 am have lunch,  go to the bank around 1.30 pm take a nap from 2,30 pm  to 3.30 pm , start work at 4.30 pm  , finish work at 8 pm , go to the supermarket at 8.15 pm , finish my shopping and go home around 9 pm ; this how I plan my day every night before going to bed writing them down in  notes ( application in my phone) .
                                     
                                    Team work 

Team work is the collaboration of a group of people that don’t necessarily know each other who work together to achieve a common goal or complete a goal in the must effective and efficient way they can .
Team work helps staff organizations come together to know each other and discover their strengths and weaknesses; to achieve success effort and determination is needed from every member of the group. 
I’m capable of working in a group with people who have different personalities or backgrounds because i like to get to know people point of view and learn from them ; I think everyone’s opinion and contribution is important to have a positive result so its easier to gather everyone’s attention and inspire them to give their best .

                                Decision making 

Decision making is the process of making choices after gathering information and analyzing different alternatives to decide which is the best option or solution ; it’s important to achieve the organisational goals with the funds and time frame at hand. 
The decision making process needs to be done step by step to make thoughtful and effective decisions. 
I possess this skill and I use it at school and work; mostly at work since I work in as an health care assistant at times I need to be careful of the decision I take because if is wrong it might affect my patients in a negative way. ( Morgan 2017)
I have good decision making skills because I take all resources into consideration before making a choice; I analyze the tasks and do a research to find different alternatives that could help me solve the problem or complete the task the best I can. 


ACADEMIC AND EMPLOYABILITY  SKILLS  INFLUENCE IN EDUCATION AND WORK ENVIRONMENT 
Second part ( term 2 )
Introduction 2
National debates are increasing around the required method to sort graduates and students for university and careers. The suggestion of those debates, in most cases, are never overlooked. Three primary skills entailed in making graduates ready for their job after graduation are skills gained in the prominent academics and their application to real-life situations and those skill used in the work environment in day to day activities; employment skill like critical thinking and responsibilities, these skills play a vital role in the aspect of profession; specific skills required technically in developing varied career paths. Various studies consider these skills as significant in allowing students to join the reliable career paths; this enhances the compensation of sustaining the families and growth of career opportunities. The careers that enable students to explore their areas of studies and put the skills learned in classes into practical situations. According to Akpomi and Ikpesu, (2020), the skills can be categorized into either academic or employability skills (pp.300); Academic skills usually involve those ideas enabling the students to hone the skills needed to get ready for their various careers as I mentioned earlier in my previous analysis. Those skills always prepare students for Post-academic  and post-high school educations and multiple jobs. Every learner will require knowledge of foundational academic in the surviving environment of workplaces and modern economies. Skills gained academically always enable students to pursue higher learning without the issue of remediation. Furthermore, they help learners to understand the nature of working environment after studying; However, the skills gained for employment permits learners to utilize their academics within the development of careers and the context of work. Those skills help in multiplying the ideas required in expanding various institutions by graduates after gaining those skills appropriately and suitably using them in the working place.
In most cases, the employers use massive communications written in elaborating the proposals, reports, memos, and technical letters; therefore, the requirement of adequate equipment in development, applying, and analyzing such academic resources is vital. There are two issues I will discuss in broad as the main objectives in writing this report. Gibbs model will be used first to investigate how referencing techniques, research methods, and academic writing learned through this course help develop both employability and academic skills. Secondly, the Gibbs model will be applied in identifying the gaps in the skills and appropriate recommendations on improving such identified gaps via developing an action plan. Therefore, this report is based on the academic abilities and the way it is associated with the employment skills and showing upon the skills I gained in academic and employability skills throughout the full course. 

Gibbs framework
The very many famous cyclical models include the famous Gibbs' reflective cycle, which leads an individual to gain an experience by exploring six stages; The six stages are actions plan, evaluation, description, conclusion, feelings, and analysis (Adeani et al, pp. 142).
This reflective circle  encourages people to think about their previous experiences and learn from them. 
 The model is significant in making sense of experiences and examining their practices.
In this brief report I’m going to use Gibbs model to remember and  reflect about experiences I encountered in my academic life and workplace; I’m a health care assistant  / support worker and most of my patients or clients look up to me so I need to always find an effective way to help them solve the issue at hand . 
In this experiment I’m going to mention  previous experiences I encountered in my work place and academics . 
In my academic life I learned many skills that helped me to understand the work industry therefore also made my job hunt easier and my work experience more interesting .


   The below figure shows Gibbs' reflective cycle.



Description
What is happening?

1

Feelings
What is my feelings and thinking?

Action plan
If the situation repeats itself what can I do? 

2

6

Gibbs reflective cycle





Evaluation
What is the experience bad or good gained?
3

Conclusion
What else can I do?
5






4

Analysis
What can I draw from the   situation?




                                                          Description 

All six phases will be discussed in this context, but the evaluation stage will be covered in the analysis stage.
Paraphrasing is among the critical aspect I learned in the course.
The various paraphrasing steps vital in developing sentences were thought of via providing many exercises and practices on different examples about the paraphrasing aspect. Significantly I was educated in the styles of referencing and its function in academic writing. The trait that improved my skills in paraphrasing the texts; To be specific, the instructor was teaching using Harvard referencing techniques while using the current Harvard referencing guide of 2018 and various exercises revolving around the Harvard referencing style. I also learned to write multiple reports and the key differences and similarities between a story and an essay. 
The skills I grew most were in summarizing various sources via summarizing or paraphrasing various reports; At the end of the first term, the lecturer taught us how to make and deliver the PowerPoint techniques and representations in developing skills required in public speaking. I explored the critical ways of applying communication to my every day activities.  These ways will help me advance my presentation skills, the roles played by the body language, and various issues about the audience or individuals that any speaker must understand in conveying the message to them appropriately.
In the second term, I was taught the ways of writing curriculum vitae (C V).  The lecturer was much keeping in teaching us the essential things in consideration when designing any curriculum vitae; For example, I knew that a curriculum vitae made up of one page will always leave an impression that is good given it is brief and direct to the point. The instructor explored the various terminologies required in the job interviews and the multiple secrets of succeeding. Furthermore, I learned how the chances of increasing the passing of an interview could be done by role-playing. Mainly, the lecturer's explanation triggered the various ways in which I can pass multiple interviews, the patterns of responding to numerous questions in an interview, my prospects in the future, and the significance of strong and weak point identification. Before  learning the appropriate way of writing the application letter, it was difficult to make a proper letter for the job application. Till, after my lecturer teaching me the courses of writing professional and excellent cover letters required in the application of various jobs, it was easy for me to write cover letters. 
The research skills introduced to us by our lecturer was vital in finding the information. My lecturer introduced by defining a proper academic research's meaning, six stages in writing various studies, and multiple variances between primary and secondary sources.  My lecturer taught me how to select an appropriate research topic that is manageable and multiple steps required in developing a decent issue. The selection involves using numerous exercises to establish if the created research topic is very broad or narrow. The lecturer was able to explore reflective writing by using concepts introduction, stages required in reflective report writings, the use of reflective learning models, and Schon's presentation of reflective practice ; he also told us to make sure we use Google scholar and research in pdf .
Feelings 
My feelings in learning employability skills and academic skills are segmented. Mainly, in the presence of a class of academic writing, I felt that knowledge is both significant and stressful. For example, I thought in academic writing, an individual requires an extensive thoughtful of grammar, vocabulary, a systematic style needed in developing a scholarly work that is well refined. I learned that it is distinctive in academic writing in various educational writing classes than other writing forms. Academic writing requires a defined and unique manner in developing sentences, sentences clause, grammar, and body paragraphs (Omar, 2019, pp.220). Apart from understanding the academic writing's practice and standards, each learner must follow all the formats of writing for each type of paper. I learned that each learner could apply various approaches and steps to academic writings. Due to this, I researched several steps and techniques of academic writing to develop academic papers.
Furthermore, I understood how easily a learner could confuse writing an excellent academic project, notably if the project lacks insight into the language and the skills needed in writing that project (Du et al, 2019,pp.11). Although referencing is difficult, it play a significant role in authenticating all educational writing, for example, how the writers use and borrow information from various other authors' works. I came to understand that failing to cite other authors' work properly causes plagiarism of that work. Using the work of other authors without mentioning it is a severe offense.


Analysis
As the course ends, I realized that I have improved and developed my skills in employability and academic writing. Writing requires a writer to have ideas of what is to be written about, scrutinize sources and appropriate evidence, edit, draft, and create outlines. As a result of this course, I have improved writing projects based on record time. I have a better understanding of practical approaches to determining and examining the assignments and looking for a relevant information source with competence. The main agenda is ensuring that the selected sources of essay links provide an apparent reason and proof of the conclusion. The various time management lectures significantly improve my skills and speed in writing. From gaining that time management skill, I now choose writing environments that are suitable and avoid delays. The various classes of vocabulary, styles, and grammar have helped me further in honing my skills in observing appropriate standards structure required in an academic paper writing. Furthermore, the various gaps needed to be improved in writing an academic paper I have quickly identified. To report a perfect literary essay, I have to strengthen multiple referencing styles like MLA, APA, and Chicago.    

In the above discussion, I have analyzed my section on techniques of academic referencing, the method involved in various research, and academic writing. My time management skills have improved such that developing and applying my developed plan in executing my daily deeds is easy. Those skills will assist me as a learner and in the working environment of my future workplace. I have become observant, time-efficient, and an individual who is result-oriented since my lecturer taught me never to delay activities; I am also prepared to utilize and evaluate reports, articles, and projects on top of writing. Since I am a learner, I can efficiently connect real life situation with academic writing. 
The analytical, reflective, and critical thinking skills I have gained will help me adapt, solve problems, communicate innovatively and efficiently, and solve various issues using pieces of evidence that are research-based; After this course, I have gained enormous academic writing skills with better sentence structures, grammar, clauses development, vocabularies, referencing, and constructing the body paragraphs. I can deliver an academic paper, curriculum vitae, reports, or research projects that are excellent. The module has assisted me in developing employment and academic skills. Whereby academic writing involves focusing, clearing, concision, and backing up of various shreds of evidence (Beighton, 2020, pp.10); It aims at aiding the understanding of the students. It has formal styles and tones since they are not difficult and do not require complicated vocabularies and sentences that are long. Whereas employability skills are transferable and needed by learners in making them 'employable.'(Suarta et al 2020, pp.38) With technical skills that are good and subjected to knowledge, the various employers always highlight the required talent for their employees. The module has helped me understanding that, obtaining academic abilities is essential in getting the relevant skills which the working environment needs.





Personal development plans 

Both employment and academic life need specific skills to survive. According to Sajeevanie (2020),the way we use time in academic writing is of extraordinary significance since it significantly impacts work quality and deliveries in the future(pp.420); Therefore, effective managing of time will determine my future productivity since my lecturer has helped me improve my time management and writing skills. Developing a unique essay from relevant sources can be easy using appropriate vocabulary and grammar. I require to learn various referencing styles like Chicago, MLA, and APA since I am deficient in referencing.  To attain this then I will be forced to;
Practicing several exercises using the methods of referencing.
Studying more on how the MLA, Chicago, and APA are used in referencing.
Increasing consultation to those having an adequate background on referencing to assist in failing to understand how to reference the required document correctly.


                                         Conclusion / Summary 
In my analysis I gave a clear definition of academic and employability skills we talked in the  classroom ; then I gave my self a sincere and critical evaluation of the skills I possess , need to improve or acquire. 
 Communication ,  paraphrasing , referencing ,   summarizing , note taking  , are all part of academic skills that are essential for a student to pursue a degree in any field of their choices.
Time  management , team work , decision making  are all employability skills and  are vital to pursue an excellent career and achieve  goals and expectations. 
Communication is very important in the health and care environment because most of the time individuals will be looking up to you to solve their problem or give them an advise.
I chosed Gibbs framework as my model of reflection because it   engorged me to think systematically and I applied it to reflect on my previous experiences In school  and workplace.
In health and social care effective reflection is important because when you repeat the reflective cycle it helps you discover mistakes or steps to amend so it becomes a learning and teaching guide. 
In this term I learned that academic and employability skills are very helpful to have successful career so I’m going to work on my self to improve my skills. 
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