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Academic and Employability Skills – Structured Report

[bookmark: _Toc98807333]Executive summary
The following report will be a structured one and it will have the focus on the learnings and outcomes from the module based on subjects that were discussed during online classes with our professor. There will be used Gibbs Reflective cycle in order to underpin the details about what was the main knowledge acquired after this module and how the student is willing to use the information further in life. Moreover, there will be four major topics that mostly impacted the student on a personal basis such as Organizing Study, Time management, CV Writing and Public speaking & giving presentations. There will be encountered along the report the main learnings and how the subjects impacted the student’s journey, how these information are used and if  some improvements were recorded so far. At the end of the report will be a conclusion to underpin the importance of the Academic and Employability Skills module.

[bookmark: _Toc98807334]Introduction
Employability skills are defined by (Doyle, 2020) as a set of traits that are required in order to be able to be productive and efficient at a certain job. It is clear the fact that every type of job has its specific requirements in matter of skills but usually, there are some basic ones that are universal. 
For example, excellent communication skills are vital within any kind of job as in 99% of the cases, jobs imply communicate with team members, with managers or customers and for this reason, not being able to communicate with other may generate a harsh situation while maintaining a job or getting performances. In this section is important to be mentioned the teamwork skills as it was explained above and furthermore, being able to adapt to any team and environment will be a guarantee of success. (Page, 2021)
There is true that employers are seeking people with certificates, diplomas and degrees, but not having the basic skills, obtaining a job, getting a promotion or switch the career path will not be possible at all. 
On the other hand, the academic skills refer to the student’s ability to learn, use an appropriate language in order to be able to provide professional and academic reports and essays. However, in this section there are included also the abilities to summarize and paraphrase from credible sources  that require the student to be able to identify and access the library and other articles related to the subject it is learning about. In order to be a good student there is also required to be able to give a presentation and speak in public due to the fact that universities require students to use Microsoft Office tools and create presentations on several subjects. (Spacey, 2020)

[bookmark: _Toc98807335]Organizing Study
Description: Organizing skills are the base of being able to organize the studies due to the fact that if these skills are not well mastered problems and un-balances occur. Moreover, every employer seeks for employees to have these skills as a very organized employee will have better results and performances within the company than others. (Indeed, 2021)
It is also important to mention that organized people will be more efficient and this a very important asset for any student due to the fact that mostly, being a student is actually time consuming. Actually, being organized as a student is vital and also it brings advantages such as preparing them for the phase in life when they will be employees or run their own business. If there are asked 10 successful people how they managed to get to the top, one of the most spelled words are being organized. (Chron, 2021)
Feelings: While speaking in class about organizing the time for our studies I have realized that there is possible for a student to have an equilibrated work-life balance. This is actually a great thing as sometimes I have encountered difficulties to study and work at the same time as I also have a job. 
Evaluation: The good thing about being aware of techniques of organizing the studies is that I immediately reflected upon how should I implementing the learnt techniques in order to get more organized and have the right amount of time to do everything efficiently.
Analysis: As the professor related, I consider that organizing the studies properly is something vital and also, it will help us as students to learn in an intelligent way. 
Conclusion: In conclusion, if we are dedicating the right amount of time to learn every day or week, then for the final exams will be easier to prepare than letting everything for the last week. This is the main thing I should have done before and by this I would not panic anymore before the final exams. 
Action Plan: In future, According to what I have learnt during the Academic and Employability skills course, I will write down my daily tasks and prioritize them in order to optimize and organize my studies. I am expecting this to help me to learn easier and also, be more efficient while preparing for the final exams. (Skills You Need, 2019)

[bookmark: _Toc98807336]Time management
Description: First of all, the time-management skills are important for every student and human being. This is because of the fact that allows us to be organized and become successful in every aspect pf our lives. Moreover, managing the time properly, is more likely helping a person to be engaged with its tasks, generating space in order to express the creativity and even easier accomplishing the minor and major goals. (Keiling, 2021)
On the other hand, as it was discussed in class, time management involves setting goals which is important in accomplishing key targets as dividing it in smaller tasks that will make the target more achievable. As stress-management is important , managing your time properly will most likely diminish the level of stress as everything is organized, the single thing to do is to respect the plan. (Kukreja, 2021)
Feelings: I have realized during the discussions about the time-management skills subject that the main way to get an appropriate plan and be able to organize my time is to develop this skill. I am conscious that  the main issues while I fail doing my tasks in time is the lack of time-management skills and for this reason, there are strong reasons to work on developing them.
Evaluation: Speaking about this subject had a positive impact on me as the time-management skills are going hand in hand with organizing skills and I think it was an alarm to start developing myself in the areas I have gaps in order to be more successful and productive. 
Analysis: The main sense of the situation can be highlighted by the fact that a good time-management will allow myself to have free time which is also something I struggle with. There are many cases when I go out to have fun and I neglect my duties regarding the University or my job and after that I need to spend all my time working and learning without have a break which actually affects my mental health and balance I should have in life. 
Conclusion: In shorten words, I should follow exactly the advices of the lecturer from Academic and Employability Skills Module in order to improve the quality of my life and get my main goal which is having a balance in life and be able to finish my studies and work at the same time without getting exhausted. 
Action Plan: In order to take action, I will be setting my SMART goals and have a broader perspective of what I need and sant to accomplish in time. After that, I will set the priorities on a weekly basis in order to get closer to my targets by time-blocking my schedule and by this I will be able to work, study and spend quality time with the loved ones without felling any kind of pressure. Delegating tasks will allow me divide the main goal in smaller pieces and gave the right amount of breaks in order to avoid a breakdown and avoid multitasking which can be stressful. (Dagher, 2020)

[bookmark: _Toc98807337]CV Writing
Description: Being able to write a CV is an important asset as it decides in percentage of 50% if you are willing to be called to attend an interview. In matter of facts, this is the principal and first contact taken with the employer that is willing to verify every detail of the CV so attention paid to any aspect of the CV is important as it may generate the call for the interview. (Indeed, 2021)
On the other hand, being aware how to highlight your skills regarding the position you are applying for is a key-strategy in order to attract the employer. Actually, the job description you are applying for is important as there can be found the exact details the employer looks for and touching those strategic requirements are the path of getting closer to the desired role. (Aspire to Learn, 2020)
Feelings: As I am already working, I have experienced writing multiple CV’s and upgrading them every time I had acquired new knowledge, skill but after finishing the bachelor degree, I will add this also as I have acknowledged new information during the course.
Evaluation: This experience opened my eyes regarding the importance of giving the employer what it seeks for by reading the job description. Furthermore, there were details discussed during class such as giving examples which I missed doing before. (Duncan, 2020)
Analysis: The main purpose of being able to write a good CV, as our professor related during classes, is to go straight to the point and get the role. This is something important to learn in universities as from my personal point of view, I may be missing some jobs just by not preparing my CV according to the roles I have applied for. 
Conclusion: In order to develop the abilities to write a good CV the students should process all the information and carefully pick the skills needed but only if they really master them. Being dishonest in the CV will make you fail at the practical test and this is a sad scenario. For this reason, our professor recommended us to be honest about the skills and knowledge we master and good things will happen. 
Action Plan: In the future I will be aware of the job descriptions due to this course that have learnt me what really matters when a Human Resource agent reads your CV. I personally believe that mu next role will be the one I dream of as I am acknowledged how to prepare my CV in order to highlight my best assets.  

[bookmark: _Toc98807338]Public speaking & giving presentations
Being able to speak in public and give presentation is a skill required by most lecturers for their students in order to prepare their work an be able to present it. In matter of facts, this involves speaking live in front of a group of people. There are no limitations regarding the topics as long as they fit the main subject. (PAN Communications, 2021)
Our professor told us also about the anxiety or nervousness that can hit anyone before speaking in public and presented us some tricks to remain focused and not to collapse.
Actually, as we have discussed in class, this is the first step in preparing us, the students to be able to speak in public when is needed in the future as employees or while running our own businesses. 
While I was presenting the work in front of the lecturer and my classmates, I felt a little anxious as I am not very good at public speaking or giving presentations due to the fact that I have never experienced it until I have started University. Being something new, I have prepared before to keep everything concise and focus on what really matters, expressing in an academic way what employability and academic skills I actually have.

[bookmark: _Toc98807339]Conclusion
In conclusion, the course of Academic and Employability Skills was one of the most useful to me as it was very easy to understand the topics. The professor explained every aspect and skill by giving examples which made me have a better understanding about them. At the end, I consider I have acquired a baggage of knowledge after this course which will be useful for my future. 
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