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Skills are an important requirement for an individual's professional life. Skills are what make individuals eligible for a job role or an academic requirement. The development of Skills is therefore necessary for any individual during their life. Skills are developed to enhance certain areas of an individual's life which are further effectively used during their professional life and sometimes during their personal lives even. Academic Skills is something that is required for students during their academic years and also during the post-academic years. Similarly, employability skills are also required when individuals are having jobs and for their inarticulate job roles. Most academic skills are similar to employability skills, but employability skills have much greater diversification which is required for jobs. 
Thus the purpose of writing this reflective report is to showcase and evaluate academic and employability skills. This reflective report will help me to showcase my areas of expertise and specifically evaluate certain employability skills. Also, it will contain a detailed evaluation of self-evaluation tools that helps in the process of skill development. This reflective report will also contain personal development plans and provide information to readers on the importance of developing academic and employability skills. 
[bookmark: _Toc89702703]Time management skill 
Time management is an important requirement that is necessary for all individuals. Time management makes people more efficient and highly productive in whichever field they are in (Metilda and PC, 2017). In the course of my academic journey, I am being taught about time management and now I can conclude and provide a statement that time management is an important skill that should be possessed by each and every individual. Time management skills make one individual more responsible and highly efficient. In the course of my academic journey learning about time management skills has helped me get through my busy schedule every day. 
Also from that particular module, I have been taught how much time management aids in professional life. Job life is hectic and therefore should be managed efficiently. Therefore in the particular course, I have been taught about a time management tool that would help me create a schedule or manage my work. The time management tool is the 4D of time management. It is a tool that helps users to determine the importance of their work and schedule them accordingly (Ramberg, Edgren and Wahlgren, 2021). 
[bookmark: _Toc89702704]The 4Ds of time management.
Do- this enables someone to understand important tasks and tasks which are relatively small and can be completed or handled right away. 
Tasks that I can complete immediately, and which are small and do not require much time to complete. These tasks should be done by me at the beginning with precision. 
Defer- this according to the time management tools means that I should be able to understand which work can be done later and does not need to be completed immediately. This allows users or individuals like me to understand the importance of work and schedule the work accordingly (Keiper et al., 2019). I should be able to underweight work is not a priority and therefore can be done later. In that way, I do not waste my precious time.
Delegate- according to the time management tool this means that burdening one person with an immediate and immense workload should be avoided (Pouratashi, 2019). In my case, if I am doing an important job and that work needs to be completed immediately I should not be burdened with other important and immediate work. In that way, I feel more pressured and no work gets completed.  In this case, the work should be assigned to someone else, someone who is available to complete the work. 
Delete- there can be several duties and tasks which remain and do not require to be completed or seem to be necessary. In this way, the work that is not necessary creates unnecessary burdens. Which is the reason according to this tool all this unnecessary work should therefore be deleted.
[bookmark: _Toc89702705]Personal Development Plan (PDP)
	Objective 
	Action plan  
	Measure of success 
	Time duration
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	It is an important skill during academic and professional years, this enables people to properly manage their work and increase productivity and efficiency (Metilda and PC, 2017). 
	By using the 4 D's of time management tools I will evaluate myself. When I am able to complete all work in the time that is when I will understand I am successful. 
	5 months 


(Created by the learner)
[bookmark: _Toc89702707]Critical thinking skill 
It is one of the skills, which is very much underappreciated but also at the same is very important. Critical thinking abilities and developing these skills makes an individual very efficient to work in difficult or in other terms complicated situations (Dunkel and Lim, 2020). Most students, including me, come across various complicated phases with our academic or our personal life and to act effectively and provide immediate solutions in these types of phases individuals need to develop critical thinking skills. The skills that are being taught in the course are of great advantage to me and critical thinking is one such skill that I should be developing and enhancing. 
After my academic years when I enter my professional life, there may be many scenarios during my work life where I would be facing various complicated situations. To act effectively in such situations I should therefore be able to learn and develop critical thinking skills. Be it related to my work or my non-work situation I should learn to provide immediate solutions. To be able to understand the critical thinking skills I was introduced to an evaluation tool which is the Cornell critical thinking test. These tests help an individual to understand the level of their critical thinking and also help them to develop these skills by undergoing various levels of tests. The performance which is shown after the completion of the tests provides users with their abilities. 
[bookmark: _Toc89702708]The Cornell critical thinking tests.
Level X- it is the first level of level X tests and it contains a series of multiple-choice questions which are graded. Completion of this test provides grades to the users by which they can determine their critical thinking abilities (Kraimer et al., 2019). This test consists of induction, deduction, credibility and identification of assumptions. 
Level Z- it is also level one of level Z tests, this too contains a series of multiple-choice questions and the users are being timed. This test is more advanced and as advised this for gifted individuals but it can be taken by anyone. These tests are mostly for adults and students in higher academic years (Fareri et al., 2018). These tests also cover induction, deduction, credibility, identification of assumptions, semantics, definition and prediction in planning experiments. 
Both these tests help individuals and as of including to understand our critical thinking capabilities. The tests also aid us agents and deciding on which courses we need to take for our future for college admission and various other career counselling purposes. 
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	Objective 
	Action plan  
	Measure of success 
	Time duration
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	It is one of the necessary skills during academic years and also for professional years. It helps in complicated situations to produce solutions and also to showcase you are knowledgeable enough (Kraimer et al., 2019). 
	I will use the Cornell critical thinking tests to determine my critical thinking abilities by the scores of my performance. I will read and earn more to increase my knowledge. Therefore when complicated situations arrive I can offer effective solutions. 
	7 months 


(Created by the learner
[bookmark: _Toc89702711]Research Skill
One of the other skills that I learned is research skills. Research skills are considered to be one of the important skills which are used especially during academic years. This skill enables a person to provide the right information through research and provide accurate solutions to it (Hayden, 2020). One should be able to gather accurate information from various sources on the internet and without plagiarising it present them as your findings. I was taught this skill and it has helped me to understand how to evaluate resources and apply correct information. To do this I was introduced to use a tool to evaluate research websites and resources. The tool is the CAARP Analysis. This tool helps to determine the accuracy of the information and the credibility of the professionals. 
[bookmark: _Toc89702712]CAARP Analysis
Currency- this helped me to analyse that I have gathered the information from trustworthy websites and sources. Which in turn shows that the information can be relied on. 
Authority- from the reliable resources I have found the writers who presented this information are certified as checked by me. The authors are professional therefore their resources are accurate. 
Accuracy- the information found from these resources are highly accurate as they are found from reliable sources. The information thus can be used for various purposes as it is specific. 
Relevance- the information I gathered from these resources are relevant according to my topic. 
Purpose- the information are facts and therefore the purpose is to teach and spread among people (Raitskaya and Tikhonova, 2019). The articles do not show any political objective or support any ideology, it is very specific and therefore it is meant to teach. 
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	Objective 
	Action plan  
	Measure of success 
	Time duration
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	It is also an important skill to be able to gather useful and important information from reliable sources and then spread the information to teach people (Raitskaya and Tikhonova, 2019). Proving accurate information is necessary. 
	I will use the CAARP Analysis tool to analyze my resources and websites. When I am able to produce accurate information every single time I will understand I have learned this skill. 
	6 months 


(Created by the learner)
[bookmark: _Toc89702715]Presentation skill 
Individuals can gather as accurate and relevant information they can find or write, but if individuals do not have the proper skills to present in front of people then the purpose of holding that information becomes irrelevant (Gould, 2017). One may not possess effective social or communication skills therefore one should learn to develop presentation skills. From the course, I have been taught that presentation skills are important and should be enhanced. The presentation provides a graphical representation of information, one of the effective ways to remember information through graphical images. It is therefore important for users to have the ability to present ideas and information in a way so the people can remember and also to get impressed by it (Pouratashi, 2019). 
It is important in the field of academics since it allows users or me to present information so that I am able to reach the masses. Similarly during our professional years, when I have opinions or I need to pitch or present ideas or to just spread the information I can use this presentation skill in my favour to impress my audience. One of the tools that can be used to effectively present information or ideas is Microsoft PowerPoint. This tool is solely used for presentation and this software helps users to present information professionally or beautifully. 
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This tool contains various templates which are pre-made for users and help users to just put in information and thus saving them from unnecessary work (Subramanian, 2017). It also allows users to create their own templates by their choice. Some various slides and tools are offered by this software. We are able to put in information, pictures, and slide notes. Slides note only enable the presenter to access detailed information of a topic thus the presenter needs to learn. Microsoft PowerPoint is a useful tool which is mostly proffered by me and also suggested during the course and is used by millions. 
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	Objective 
	Action plan  
	Measure of success 
	Time duration
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	This skill is important for the representation of ideas and information in a graphical way so as to spread information (Importance of Skill Development in Education, 2021). 
	I will use Microsoft PowerPoint to make my presentation and when I receive feedback on doing well in my presentation I will understand I have succeeded. 
	2 months 


(Created by the learner)
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In conclusion, for a person's professional life to be successful, they must have certain skills. Individuals' skills are what qualify them for a job or an academic prerequisite. As a result, any individual's growth of skills is required throughout their lives. Skills are learned to improve specific aspects of an individual's life, which are then employed more effectively in their professional lives and, on occasion, in their personal lives. Academic skills are something that students are expected to have both during and after their academic years. Similarly, employees' employability abilities are essential when they have professions and for their inarticulate job roles. Most academic abilities are related to career development, however, employability skills require much more diversification in order to be useful in the workplace. 
As a result, the goal of producing this reflective report is to demonstrate and assess academic and employability abilities. This reflective report, therefore, assisted me in showcasing my areas of competence as well as analysing certain employability abilities. It will also include a thorough examination of self-evaluation methods that aid in the skill development process. Personal development plans are included in this reflective report, as well as information about the value of building academic and employability skills for readers.
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