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Task 1
Introduction
In this competitive world, the competition inside enterprises frequently rises, and employer’s expects freshers to focus not only on the diploma but also on their job skills. At present, the company wants graduates with a variety of qualifications to contribute in the workplace. They require multiple skilled professionals who can perform a variety of jobs to beat out their competitors in the heated competition (Foster, 1998). As a result, students who come to work must have the qualifications that employers required. To get an edge in the future job market, I must determine what employers want from students nowadays, and then I should exam in my own SWOT analysis and time management skills in relation to the qualification for employability. And, I should devise a strategy to improve myself. However, having a good understanding of academic writing, paraphrasing, CV writing, and summarizing will help me to improve my employability.
Academic and Employability Skills
Academic Skills: academic skills are a collection of approaches, working patterns and resources that aid in the development and comprehension of learners.
Employability skills: An individual's employability skills are described as transferable talents required to make them ‘employable.
Job Specification: Bank Manager
I want to be a bank/ finance manager since I am strong at arithmetic and calculations. As Bank managers plan and manage the administrative activities of financial institutions, so it will be very much interesting for me to become a bank manager. They are also accountable, monitor front office activities, offer excellent customer service, and hold regular employee training sessions. As a result, it would be an ideal career for me.
What academic and employability skills are required for me to be a bank manager?
There are five skills that are very much important for me to be a bank manager:
Leadership skills
Mathematical skills
Problem-solving skills
Communication skills
Presentation skills
SWOT Analysis
Strength:
I am good at communication.
I am an excellent time manager.
I am a natural leader with a lot of experience. For example, I have the ability to communicate clearly and make the difficult concept understandable to everyone, as well as the ability to inspire and persuade people.
I am good at calculation.
I am capable of working under pressure.
Weakness:
I have a limited ability to communicate because I am an introvert who finds it difficult to communicate with people. Often, I get nervous while communicating with people.
I am not very good at fixing problems.
I have never worked before therefore I have no work experience despite part-time employment. As a result, I lack planning and organizational abilities.
Opportunity:
· I am capable of finding a part-time job.
· I am more employable than others when I have a work background in the UK.
Threat:
· There is a lot of competition for jobs in the UK. This can be a threat for me. 
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After finishing my SWOT analysis, I have created a SMART action plan to require the following skills:
· Planning and organizational skills
· Communication skills
· Time management skills

	Section
	Time Frame: Short Term

	Time Frame: Mid Term

	Time Frame: Long Term


	1. My Aim: I want to prepare myself for the position of a bank/ finance manager. 

	For becoming a bank manager, I need to gather the necessary information about employability and academic skills. 
	Completing the bank-related courses will be my aim for becoming a bank manager.
	I wish to eliminate my weaknesses by creating a CV and locating a suitable job for a job interview.

	0. To gain knowledge and skills: I need to improve my communication skills, time management abilities, and planning and organizational skills in order to become a bank manager.
	I must be able to manage my time as a bank manager properly. I would like to improve my time management skills, and after improving my time management skill I will focus on honing my communication abilities, which is critical when working with clients.
	For a bank manager to manage Bank operations, the most important attribute is planning and organizing abilities. I want to make my planning and organizational skills strong. 
	After achieving all the skills and knowledge I will practice them regularly and apply them in my professional life.

	0. Next Step: learning different courses.
	I plan to take an IELTS course as well as online courses from Udemy or any other online sites to improve my communication skills. Then, in order to better my time management skills, I will create a schedule to keep things on track. 
	I will try to get a part-time job in any bank or work as an intern in a few banks to obtain experience with planning and organizational skills. 
	Finally, I will use my experience in my professional life when I will be a bank manager. 

	0. Resources: Free time and capital
	I will need free time to strengthen my communication skills as well as literature to help me boost my IELTS course.
	To complete an internship in a bank, I will need money and free time.
	I will practice communication skills, management skills, and other skills to be perfect in my free time and also do some additional courses.

	0. Time Schedule 
	I will try to make a time schedule to follow.
	I will try to follow this time management skill by scheduling my internship or part-time job.
	Time schedules will be helpful for me e in my job life as well and I will follow them perfectly.
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People with a solid degree will undoubtedly have an advantage in the high degree inspired employees to pursue a specific career (Cappelli, 2012). However, the certificate will not be enough because businesses want much more from the graduates and employees will add value to the business. I have discovered six categories of talents that are most in-demand by businesses after doing extensive research. In addition, I have conducted a personal SWOT analysis using the internet and my expert to determine my employability and self-assessment. After that, I need a plan for myself and I am to complete the program and expect that it will contribute to the development of my employability skill if I do so. However, by following this I will be able to get a job in a competitive job market after graduating.
Reflection
I’m writing this Refection about my first presentation, which I did in class. I was meddle one to present; I saw that previous presenters were very comfortable. Most of my class mate did presentation in class but some did online like me because I did online that the reason it’s make hard for me to do this task properly, because I have to look at the camera and examiner cannot see my body language. Usually, I’m able to control myself and nervousness when I speak. For me the most challenging aspect so this presentation was creating a meaningful story though an effective work, that would show my desire and passion about my future job. But the help of this moddle I learn so many thing which help me. I’m still learning English it is very hard for me, when I have a lot to share but do not know how to deliver in very logical order. I think I should add some questions to engage audience also I need to work more on the speech flow. With the help of moddle I have learned so many skills like time management,  how to speak in public and give presentation atc. I have learned how to reduce my anxiety and to focus on task. I have done my presentation and I have developed so my self-confidence which will help me in my future career. My goal to improve in public speaking is
· Clearly deliver my point
· Improve speaking in public and make some points
· Control body language and have eye contact
· Time management
There are so many other things to learn and I am confident that if will able to do in my next presentation.
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Academic and employability skills are a prominent part of a person's life. Not only will it assess a person's capacity to develop skills, but it will also enable them to enhance their professional talents. The professional skills will be beneficial for them in the future. Teamwork, communication, and time management are the most important duties in the field of expertise. And, the skills can be improved by evaluating and analyzing an individual’s performance (Hanks et Al., 2016). However, academic skills strengthen a person's talents and allow them to develop their personality e with acquiring a variety of skills. Various activities happen throughout academics, and these activities make a significant impact on the development of an individual's talents. In this report, the Gibbs model of reflection is used to reflect on the learnings. The model was developed by Graham Gibbs in 1988. The report will cover time management or organizing study, academic writing, and CV writing. 
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Gibbs reflection cycle is used to understand and analyze a specific situation and experiences during the incident. The reflecting approach for learning settings was established by Graham Gibbs (Markkanen et al, 2020). It provides a framework for examining interactions, and the structure of the system helps with planning and learning for good and bad events. This reflective model is important for expressing the circumstances I have been in with my thought process. A relationship between critical thinking exercises and an occurrence may be effectively made with the use of this model. By accessing the existing situation, may be helpful to determine the appropriate courses of action in relation to the occurrence in question. The model is useful for developing the experiences individuals face. The Gibbs model might have benefited me in establishing a connection between my learnt lessons and my evaluations of the usefulness of learning assessments.This model has six stages. They are:
· Description
· Feeling
· Evaluation
· Analysis
· Conclusion and
· Action Plan
However, I selected this model because it will help in deciding the types of measures that should be taken in order to improve academic and employability skills.The traits, places for improvement, and actions that may be established to increase professional competencies should be identified by using the six measures. Gibbs’s model recommends using these six measures in recurring settings and the main rules and stages should be applied in new interactions as well. It is a fantastic way to engage with a virtual reality experience. Also, I believe I have gained a better understanding of the method through which I contact my critical thinking and related tasks by using this model. Moreover, this model enabled me to learn more from the situations that I face on a regular basis, particularly the unplanned ones. As a result, it is clear that using the Gibbs reflective cycle to illustrate the cause for the event that occurs during the academic module is critical (Sambell et al., 2020). However, I may easily go for effective team growth with the help of all these modules. As a result of this, I may have been able to improve my skills and team communication by directing everyone towards a common goal.
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Time management is the practice of controlling and planning the amount of time that will be invested in certain tasks to improve efficiency, production, and effectiveness. However, the module on time management concentrated on growth, experience, and time allocation. For various activities, various aspects of time management were taught in the module (Hardcastle et al, 2015). In order to complete the work or duties on time, many individuals need to learn the time management process. As a student, it is very important for me to know my time management skills. I need to manage time for my schoolwork and other tasks so that I can properly organize them. I recall straining to do my assignment before the start of one class so that I could submit it on time. Until I learned this lesson, I had no idea how to effectively manage my time. But, after studying this module, I recognized that the management of skills is a critical skill for individuals who want to be successful in life. I was thinking about some difficulties with the topic. Learning time management skills was a bit difficult but I was able to understand the importance of time management and master it. The theme that was tremendously beneficial in the learning model was the high-quality functional application centered on time management. However, the learning was really encouraging because it helped boost models and also complete multiple works. The module was very much effective but it was useless for some persons because everyone has their own set of skills and weaknesses. Time management is a crucial element for everyone's life at present and which is why this study module was effective.In order to facilitate my professional progress, my time management and communication abilities are also affected. The implementation of time management is turned to be a high-level skill. I will say that the disadvantage of schooling is that it fails to illustrate time management based on one’s ability. However, I have learned that all the strategies applied here may not be applicable to the general public. I would like to use these strategies in my classroom environment and in my professional life as well because it will be helpful for me to be successful. I have also noticed that tactics or choices for improving learning module performance are frequently questioned. So, I want everyone to divide that time according to their talents because sometimes the given time is not enough to finish the work. However, I will try to manage my time and divide the time for each task equally so that I can complete my project or work on time without any delay. 
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Academic Writing is different writing which has the aim to write clearly and in a focus manner. It improves the comprehension of the leader. Moreover, it has a formal tone and style. The writer does not need to use long phrases for vocabulary. It is commonly seen in universities and academic journals (Zemach, 2016). I still remember that my instructor assigned me the responsibility of completing academic writing in the class. The writing was based on the form of a thesis. It was difficult for me to get information from the internet which was making it impossible for me to finish the thesis. I was a bit scared because I didn't know what to write on the given topic. The experience for me was both positive and negative but it helped me to learn a new academic writing style. Now, after finishing this learning module I completely understand the importance of academic writing and the structure of academic writing. The learning was very helpful for me because I got to know what is to be done and what should be written in academic writing. The experience of learning this module was both positive and negative. The module assisted me to learn a new style of academic writing and at the same time, it was tough to write. I was able to learn how to prepare academic writing and how to gather information on the subjects. Also, it enabled me to concentrate more on the style and techniques, as well as correctly analyze the data. However, if I never find myself in a scenario where I need to write a thesis or academic writing then I will be very careful while analyzing the issue, then hunting for genuine materials from credible sources before concentrating on the style and approach.The studied academic module has provided me with a beneficial set of data that will assist me in improving my academic writing and analytical skills. Also, I have understood all the structures and aspects of academic writing from this module and if I need to use them in the future then I will definitely be able to write any kind of academic writing. However, I understood that academic writing skills are very much important to this competitive world because all the employers are look for students have both academic and employability skills. Therefore, I will try to develop my academic writing skills by following the mobuletought to me. 
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A CV is a thorough document that highlights an individual's professional and academic experiences and skills. It is short for the Latin term "curriculum vitae", which means "course of life". The writing of a CV is crucial for obtaining a suitable job. Different measures have been added in the CV writing learning module 2 to produce a successful CV that will obtain a favorable picture of the candidates who are searching for a new profession (Kennedy, J.L., 2011). The importance of the experience listed on the CV was briefly explained in the module. According to the module, structuring a CV is the most challenging aspect of CV writing. Writing a CV is less difficult than I anticipated, although there were some difficulties. In my opinion, the most difficult aspect of CV writing is creating fictitious experiences. So, I selected a job that I wanted to pursue and then went to the organization’s website to research their field. It was difficult to format the CV at first, but after trying for some time it became easier to format a CV. It is kind of a second nature to me now.  However, the key benefit of a CV is that it will show your education and work experience in such a manner that anyone can quickly understand your expertise in an individual area. The disadvantage of the module was that editing and formatting office CV is not the most important aspect of drafting a CV. Moreover, it would be difficult for a new individual to write a CV if the writer of the CV is uninformed of the proper formatting method, changes and revisions of a CV. The CV's success can be attributed to the fact that it helps students to present themselves professionally while applying for a new job. The handbook given for this module was very helpful and it helped me to understand all the aspects of CV. CVs are important to create a good first impression on employers. But, the main disadvantage of the CV writing module is it does not provide enough information to the students on how to properly structure a CV, which can confuse them during an interview or a job application. However, this module helped me to concentrate on my writing and it made me understand that preparation is essential since I would not have been able to write a CV without it. Additionally, as drafting is feasible at the moment, generally updraft is quite important as a part of the CV. The students should focus more on altering and editing parts of the CV so that the writing becomes precise and there is a thin margin of error, if the CV is precise and accurate it will help to impress the employer during interviews. 
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In conclusion, according to the above perspective, I have been successful in learning and improving specific skills in the learning process, such as effective time management skills, academic writing, CV writing. The above Gibbs model gives an insight into the learning process received through the various study models (Sheldon, 2011). It was a fantastic experience for me, and I was able to learn valuable skills that will help me in my professional life. As a result of this module, I have discovered the lickings in my communication, teamwork, and time management abilities. Also, the Gibbs model has helped me to understand aspects to consider when developing my academic and employability skills. 
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INTRODUCTION
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ACADEMIC AND EMPLOYABILITY SKILLS

> Academic Skills: academic skills are collection of approaches, working
pattern and resources that aid in the development and comprehension

of learners.

> Employability skills: An individual's employability skills are described as

transferable talents required to make them ‘employable’.




image5.jpeg
JOB SPECIFICATION: BANK MANAGER

| want to be a bank/ finance manager since | am strong at arithmetic and
calculations. As Bank managers plan and manage the administrative
activities of financial institutions, so it will be very much interesting for me
to become a bank manager. They are also accountable, monitor front
office activities, offer excellent customer service, and hold regular

employee training sessions. As a result, it would be an ideal career for me.
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WHAT ACADEMIC AND EMPLOYABILITY SKILLS ARE
REQUIRED FOR ME TO BE A BANK MANAGER?

There are five skills that are very much important for me to be a bank
manager:

> Leadership skills

> Mathematical skills

> Problem solving skills
> Communication skills

> Presentation skills
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Section
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ACTION PLAN (CONTINUE)

“Time Frame: Short Term
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Time Frame: Long Term
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CONCLUSION

| have discovered six categories of talents that are most in demand by
businesses after doing extensive research. In addition, | have conducted a
personal SWOT analysis using the internet and my expert to determine my
employability and self assessment. After that, | need a plan for myself and
| am to complete the program and expect that it will contribute in the
development of my employability skill if | do so. However, by following this

I will be able to get a job in a competitive job market after graduating.
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