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[bookmark: _Toc48624440]Task 1
[bookmark: _Toc48624441]Introduction
Academic and employability skills are of great importance to any student, the key importance of both these skills are the unexpected competitiveness and oversaturation of the global market of any field. In current time, both skills are equally important for all individuals in terms of employment and standard professional career.  In this paper, the academic and employability will be analysed and reflected upon which was gathered in this module. The analysis will focus on different skills such as leadership, teamwork, communication, report writing and paraphrasing to show their importance in making an individual ready to work in a firm by making effective use of SWOT analysis tools, PDP and other effective tools.
[bookmark: _Toc48624442]Discussion
[bookmark: _Toc48624443]Overview of academic and professional skills
Academic skills can be defined as the behavioural aspects gained by individual students while studying at any particular university, which are compulsorily needed to work effectively at levels of higher education. The acquisition of these skills leads to the creation of high-quality graduates which are potent enough to face any other challenge or problem by making effective use of their skills as problem solving, analytical thinking, efficient communication, innovation and overall creativity.

Professional skills can be described as the skills, which are mostly not taught by universities in the syllabus of the course and modules to earn any particular master’s degree. Professional skills such as leadership, communication, problem solving and project management skills are invaluable and inexplicably important to acquire by any professional individual. Besides acquiring a technical professional specific degree an individual must effectively hone his/her professional skills in order to boost and maximise their ‘professionalism’ (Unl.edu, 2017).
[bookmark: _Toc48624444]Needs of professional and academic skills in present time
Basic professional skills such as leadership, teamwork and communication resemble the skills which are most sought after across all types of businesses, occupations and industries, these skills are also transferable to any other job. According to a research which was conducted by Harvard University in collaboration with the Carnegies Foundations, around 85% of the success an individual gets in any job comes from his/her arsenal of formally developed professional skill and the rest 15% of the success is credited to the specific job related technical skill and knowledge which an employee possessed (VCW, 2019). 
The world of work life or workplace is changing and evolving rapidly every hour and every day, majorly because of the changes in the industrial world which the organisations have to adhere to in order to survive. The work place life might seem like an easy environment from the outside to few people, however, in reality, it is an ever changing and ever demanding world of race of the best. In this 21st century, employer around the planet are seeking out employees with specific academic and employability skills such as communication, presentation, academic writing, critical thinking, team working, leadership and others, which support employees to be productive and perfect option for the organisational development. Many of the recruitment agencies in UK like Hays Recruitment Experts Worldwide, Adecco and others have agreed with the testament that in the world of work, employers check few of the required skills before selection or hiring of candidates (Hays.co.uk, 2020). 
Whereas academic skill although not as important as the professional skills, they do have its fair share of importance which also boosts an individual’s sustainability chances in his/her current job. Basic academic skills such as the report writing and paraphrasing which are significantly important at academic level to make structured academic works. These skills are also occasionally important in the professional fields as business professionals do require to create professional business reports to analyse any subject, sector or decision. Reports allow an individual to understand the facts and recommendations after studying and analysing a subject in a structured and factual manner and paraphrasing will be required occasionally to generate a report (CMU, 2018). 
Every individual has to prove him valuable in the race in order to get the job he wishes to work on. In this process of proving own capability in an organisation and to continue performing in long run as an employee, they need to have required employability skills that will help them to interact with others, share ideas and own viewpoints, attract other by showing great personality and others. As per the UK recruitment agencies and job centres, these different employability skills allow employees to be a part of organisation and continue working in long run (Adecco.co.uk, 2020).
[bookmark: _Toc48624445]Analysis of Own Employability and Academic Skills
In order to analyse my own personal and professional skills, I have decided to use SWOT analysis, which I believe is useful enough and will help me in upcoming days to increase my employability chances. SWOT analysis, which comprises four distinct and very important elements of analysis, based on any context, which includes Strengths, Weakness, Opportunity and Threats. The importance and value of SWOT analysis tools cannot be described and emphasized more as it clearly states the strengths and weaknesses of the subject in front of us along with the probable areas of opportunities and threats. This tool thus made me structurally understand my strengths and weaknesses on which I needed to work on and the threats which are out of my hand which I should not bother much about to deal with.



	Strengths 
1. Teamwork is one of my biggest strengths, highly efficient on working with teams
2. Communication is also one of my biggest strengths and is the element of success to my effective teamwork.
3. Relatively strong grasp of the basic academic skills.
	Weaknesses 
1. I lack any kind of employment experience, not even an experience of doing any part time job.
2. My problem-solving skills are relatively weak which affected my leadership skills.

	Opportunities 
1. My efficient teamwork capabilities make me much more employable to team-based jobs.
2. My strong communication skills will also boost my overall employability chances significantly, as interviews are majorly based on effective and professional communication skill demonstrations. In addition, hopefully with time will increase my leadership skills.
	Threats 
1. Unexpected competitiveness and oversaturation of the global market of any field


Table 1: SWOT analysis 
(Source: Created by learner)
[bookmark: _Toc48624446]Leadership
As opined by MTD training journal, leadership can be defined as the achievement of an objective with the help of born leadership qualities. Further, the individual leader can be described as the one who can efficiently understand the ways in which people can be motivated and make use of such ways to extract maximum productivity from them. The leadership qualities are the tools, behavioural aspects, and the potential of an individual to successfully motivate his team and colleagues for maximum productivity.
The importance of leadership in the professional world is significantly huge for the success of any company, business or team; the key importance can be described in the following ways:
· Leaders provide focus and driving power to the team
· Leaders are the individuals responsible to start the work with help of effective communication.
· Leaders provide motivation to the team to work efficiently.
· Leaders provide guidance to the team, for example: when a team is stuck at completing or solving a certain problem the leader steps up and provides guidance to solve the problem (Laccd.edu, 2017).
· Leaders instil confidence in the team by making effective use of motivation.
After studying leadership in this module of academic and employability skills, I truly understood the real meaning, importance and its respective relevance to the chances of employability in the professional field. I aspire to improve in this area as it's one of my weak points.
[bookmark: _Toc48624447]Teamwork
According to Tarricone and Luca (2016), teamwork can be defined as a voluntary process which allows the team members to achieve exceptional results by working in coordination and helping each other. Additionally, it is also commonly stated that the success of teamwork solely relies upon individuals to work in a cooperative manner by sharing knowledge and skills possessed by each other to achieve a common unified goal, and leaders are a crucial part to the success of the team’s motivation and unity.
The importance of teamwork is complementary to the existence of leadership and its roles, the key importance can be described in the following way:
· Teamwork makes sure that there is a fair and equitable distribution of work.
· Divided work increases productivity, which eventually decreases risk of major errors.
· One of the most important aspects of teamwork is putting the organisation first before individual interests (Amin, 2016).
After studying teamwork in this module of academic and employability skills, I truly understood and made effective use of the real meaning, importance and its respective relevance to the chances of employability in the professional field.
[bookmark: _Toc48624448]Communication
Communication skills are the skills one uses when they give and receive various kinds of knowledge. As opined by Beqiri (2017), types involve sharing new concepts, thoughts, or even updating the project. Communication skills typically involve listening, speaking, observing and empathizing. This is also important to consider the nuances in how to communicate through face-to - face encounters, phone calls and digital communications, such as email and social media (Moss, 2017).
Communication is extremely valuable at a workplace and has a quite significant importance for achieving professional success, the key points stating its importance are as follows:
· The most important required to survive at a workplace environment
· The most valuable and demanded workplace skill in the business industry
· Helps significantly to progress the career professionally
· Effective and clear communication enhances the professional image of an individual
· In addition, positively affects how an individual gains experiences and learns throughout his/her career.
After studying communication in this module of academic and employability skills, I truly understood the real meaning, importance and its respective relevance to the chances of employability in the professional field.
[bookmark: _Toc48624449]Report Writing
One of the most useful and important parts of the academic skills which are acquired by the students, this can be defined as the written piece of work which is written for a particular audience and for a particular reason (Ngozi, 2017). In a report, which can be both academic and professional, precise information supported by valid evidence are presented, analysed and occasionally applied to particular scenarios. 
Reports are of significant importance to both academic as well as the professional fields and as an asset to favour employability of any individual, the key elements of its importance are as follows:
· It is a repository of reliable information, which eventually serves many future researches.
· It provides and presents precise and detailed information on any subject.
·  This is beneficial in assisting any management with the right option and efficient decision taking that translates into efficient management and organizational expertise in the long run.
After studying communication in this module of academic and employability skills, I truly understood the real meaning, importance and its respective relevance to the chances of employability in the professional field as well as the academic field. I learnt to make use of reports for both academic and professional purposes.
[bookmark: _Toc48624450]Paraphrasing
Paraphrasing can be defined as the usage of one’s own words to express particular information, facts or opinions, which was originally stated by another individual. Paraphrasing is mostly done to make the original source, tone of information more suitable to the audience of the report and its subject, and provide a greater impact (Brown, 2016).
Paraphrasing is of significant importance to the academic field and for any form of academic writing, the key elements of its importance are as follows:
· Paraphrasing is a relatively helpful method to utilise source material for any reports, research that was originally created by someone else.
· It directly demonstrates the teachers, how much the students have understood what was taught to them with respect to a particular subject (Latrobe.edu.au, 2018).
After studying communication in this module of academic and employability skills, I truly understood the real meaning, importance and its respective importance to demonstrate my level of understanding a particular subject in the academic field. And I believe that the acquisition of this skill will surely boost my employability chances in the future.

[bookmark: _Toc48624451]Reflect on Academic Progress
Before this module I had next to no knowledge about what the subject ‘Academic and Employability skills’ actually resembled and how much importance and interrelated they were when it came to employability chances of an individual. I learnt quite a lot of academic and employability skills such as leadership, effective teamwork, efficient communication and the complementary academic skills such as report writing and paraphrasing. My teachers were quite helpful and efficient in teaching me these skills in the best way possible, additionally I made use of various other sources to further enhance and test my skill with the help of various books, seminars, webinars and online academic videos.
My skill progression journey can be better explained by making subtle use of PDP key points, I established the goal of my learning module to identify my key areas of strengths and weaknesses and work on them accordingly, I identified that I was weak in leadership, I found out that I had opportunities in communication skills. I formulated a plan to improve and hone my communication and teamwork skills by being a part of many teams and hosting presentations. After continuous practice according to my development plan I improved significantly improved my communication skills and was able to host a big presentation in front of huge audience. I studied the related published literature to further solidify my knowledge in this module and its subjects.
[bookmark: _Toc48624452]Conclusion
After briefly reflecting on the subject of Academic and Employability skills, I can conclusively state that the topics, which were covered in this module, were indeed appropriate and required for any individual to possess. Skills such as leadership, teamwork, communication, paraphrasing and report writing form up a basic fundamental skill set for both academic personnel as well as business professionals. Overall, this whole module was quite enlightening for me to learn, especially the reflective writing skills, which I acquired, as this skill is what made me much more self-conscious about what I was learning and what was my progress from a personal standpoint.
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