

                                          



Student Name		: Roman Balog
Student Number	:1917478
Module Title		: Academic And Employability 
Assignment Title	: ACADEMIC AND EMPLOYABILITY SKILLS
Module Lecturer’s Name:Anita Nan



Contents
Introduction	3
Task 1	4
Using the tools that I have learned in class.	4
show an understanding of the world of work by citing relevant articles or advice from recruitment agencies, job centres, etc.	8
Analyze and reflect my academic progress.	10
Task 02	11
Illustrate my learning in this module by Reflection model	11
Literature review on academic and employability skills	15
The feedback I received on all in-class activities.	16
Conclusion:	17
Bibliography	18




[bookmark: _Toc38901523][bookmark: _Toc39015397]Introduction 
Academic and employability skill both are important for our life. Academic skills help us to assists in academic progress and employability skills make us confident about our job life. Employment life is very important for any individual. One may miss the chance to grab the fine position in the job just because they do not possess necessary employability skills. Every individual must execute the assigned activates properly. Skills and knowledge help the individual to deal with the situation and create an effective image in the workplace. These skills help the individual to create a sustainable position.  Specific skills are very important but some interpersonal skills assist any individual in getting the desired job. These are the leadership, team management, communication skills etc. The purpose of this assignment is to understand the necessity of the employability skills, skills that facilitate the academic life of any individual. 



[bookmark: _Toc38901524][bookmark: _Toc39015398]Task 1
[bookmark: _Toc38901525][bookmark: _Toc39015399]Using the tools that I have learned in class.
This course helps me to understand some tools. These tools not only help me in my academic life but also help me to get a good job. These tools are Time management tools, personal development plan tools, and analytical tools and business report writing . Now I am trying to apply all these tools in my situation.
Personal development plan: This personal development tool is a self-development tool. This tool helps me to draw my development plan. This plan discloses my weakness, attitude, knowledge etc. To the development of my skills, it is very important to understand my strength and weakness (Adair, 2012). This plan also helps to t systematically achieve my goals. The personal development plan consists of several steps. Those are given below: 
· Establish the purpose: At the beginning of the personal development plan, I must establish the purpose. For any kind of job, computer skill is very important. I am lack computer skill. Here I consider computer skill as my development plan purpose.
· Identify development need: Technical skills are minatory for any kind of job. It also facilitates me for effective higher study education. This computer skill satisfies my both need for employment and education. Through computer skills, I can make lots of note that help me with academic exams. Searching lots of articles, I can learn the given topic and build by knowledge level. 
· Look at development opportunity: For increasing computer skills there are lots of opportunities. Lots of online classes are available on the internet. Not only this lots of diploma institution offer a computer course for 3 months. 
· Formulate action plan: Here I decide to enroll in a diploma course. I can brush up my lacking in computer skill in the diploma institution. This 3 month I take as a challenge and become a computer expert. 
· Undertake development: In the diploma centre, I learn lots of things. They also give me some home task. I accomplished all the task in my home. These tasks day by day increase my skills. I can do lots of things that I can’t before. 
· Record outcomes: After every lesson, I record the outcome that I have learned. I see a very great change in myself. I could see myself as a good computer operator. I can easily find lots of articles and can prepare the report very easily.
· Review and evaluates: These diploma course outlines are very effective. This course helps me a lot in learning computer skills. Their home task and materials are effective. They also give consultancy service by phone. Overall this diploma institution makes by developing plan realistically.

Time management tools: Time management tools help every individual to create a good image. Different time management tools ensure the best uses of time. This time management tool helps an individual in many ways. In the academic section, I can submit all the assignment timely by using these tools. I can also cover all the exam topic before my exam. This tools not only help me in my academic time but also help in professional life. Not all the employee does their job in time. If I can ensure the uses of this time management tools, I can assure my sustainable position in the job sector. Here I apply the time management tools in my situation. I learned about these tools in my class (Dayton, 2012). 
· Work from the list and organize by priority: This is the traditional way of time management. I always make a task list. This list I made by priority of the work. This list always notifies me about my undone jobs. I write down every single task that I intend to complete over the course. I write down my course activity that I must do over the course period. The most important task placed at the top of the list. Then I breakdown the possible duration with the task. This list helps me a lot to finish the work within time. After using this tool, I can submit all the work within time. This method helps me a lot for effective studying.
· Using software: There are lots of software available on google that help me in time management. Among these software’s I learn about a few in my classroom. Proof Hub, Trello is one of the best time management tools. This proof Hub software gives the facility to proofing by notes and tasks. Visual picture and Gantt chart facility are also available in the software. Gantt chart helps to illustrate my works and it’s taken durations. On the other hand, also learn about Trello time management software. This software allows me to make a list with the unlimited task. I can also organize the task by its date or priority.  Commenting and collaboration facility is also available in this software
So, this is how I can manage my time. This software and traditional method help me during the course period. I list me all task related to the course. I complete one by one. After completing the task, I put a mark on the task. 
[bookmark: _GoBack] 
Analytical thinking skill: This is problem-solving skills. By applying this skill, we can analyze, tackle new information and solve problems. This skill helps us to become good thinker, communicator and creator. This tool helps us to get out of the complex area by solving the problem so quickly. There are various types of analytical skill. These are data analysis, budgeting, reporting, organizing, creative thinking etc. These analytical tools help us in completing the job more efficiently and quickly. To achieve a dream job, it is necessary to learn this skill. This analytical skill has lots of benefits. It will help me to digest data and pick up the right data and devise a creative solution. No matter where I am at home, at the office or anywhere this problem-solving tool help to for better success. It also increases my critical thinking ability. It enables me to produce informed thought and action by the logical synthesis of information (TERRELL, 2019). This analytical skill helps in case competitions. Now I can easily solve the problem. In this module, I also learn how to develop my analytical skills. This is given below:
[image: ]Few techniques are mentioned here how to develop analytical skills. There are lots of brain games available on the internet. Giving 15 minutes there in a day is the initial way to increasing analytical skills. Make a habit of learning one new thing every day. It can be like what I am passionate about. I can search for that topic on the internet. Reading books can be the best way to achieve analytical skills. Lots of critical case available in the book. I also practiced lots of case from the book. It increases my analytical ability. Volunteer for a new project can give an effective result. I am a member of a few club at my university. These clubs help to achieve management skills. E-learning is the best platform form where we can learn analytical skills. A lot of online courses are available about the analytics (Nagarajan, 2015).

Writing cover letters: The cover letter is an important business letter. This business letter upholds the introduction of the employee to the employer. In class, I learn about the writing cover letters.  There are lots of things that I must add to the letter. First, I must find out the person to whom I write the letter. Then I must introduce myself by mentioning the position to whom I apply. After that, I must write a paragraph about my description, area of study, goal etc. In the second paragraph, I describe my last experience. In the third paragraph, I describe the company. What they are doing and the current state of their company. Then the final paragraph comes. In this paragraph, I informed them that I would love to get interviewed. This is the proper way of writing a business letter. I learn about this tool in my class. It will help me a lot in my professional career. 



[bookmark: _Toc38901526][bookmark: _Toc39015400]show an understanding of the world of work by citing relevant articles or advice from recruitment agencies, job centres, etc.
To be a good employee it is mandatory to have employability skills. I talked with several recruitment agencies. They advise me about some hard and soft skills that are mandatory for any kind of jobs in the world. They would prefer those employees who possess these hard and soft skills. The business world is very much complex. To understand these complex situations, one must possess some extra knowledge. The world of work in a place where the only skilled employee can sustain. The advice from the recruitment agencies about an understanding of the world of work is given below.
The world of work wants specific employability skills. These specific hard and soft employability skills are given below: 
Soft skills: Soft skills are the important one that helps to interact with others. Like communication skills, social skills. These skills add an attribute like good characteristics, balanced emotion, and intelligence to an individual. Without these skills, no one can enter the world of work. Most of the company want these types of skills. Recruitment agencies and job centres suggest me that without skills you cannot get a good job. The job market is very competitive and the company always want skilled personnel in their organization. So, these soft skills are required by all the company (Heckman, 2012). 
· Teamwork: In the world of work most of the job has been done by the team. So, team communication and co-operation can be count as basic soft skills. Recruitment agencies advice that companies prefer those employees who are highly skilled in teamwork. I have team working capability as an I played football in a team and join many altruistic works for society. Here I learn about teamwork. 
· Motivation: Motivation is the regular practice work in any organization. I already played in football. I always motive my team member whenever we are losing. This motivation increases the courage of my team member to fight. Same in the organization the manager always motivates their employees to work efficiently. So, as an employee, one must possess this motivational skill. 
· Leadership: This is the basic skills of an employee. If I talked about employability skills this leadership skills come very first.  Recruitment agency suggests me that most of the company find the leadership skills at first. I lead many altruistic programs for society.
· Presentation: In my college life I join lots of presents. I am very good at this presentation. In the company, managers must give a presentation about the market situation.  
· Communication: Communication is the way of letting people know about your inner words. This communication helps to increase network over the organization. 

Hard skills: During our school, college and university life we learn these skills. Like mathematics, software etc. These skills are very much important for professional life. This is the skill that judges first in the interview board. Some hard skills are given below:
· Foreign Language Knowledge: This is the most demandable hard skill in the work of the world. Most of the company prefer the individual who can speak in at least 1 more language. Most of the company is a multinational business. So, they must deal with many country people. That way different language skills are preferable. But it is a matter of sorrow that till now I am not able to speak in another language. 
· Mathematics: Mathematics is important in any field in the world of work. No matter what kind of job I must perform.  The small calculation is part of any business. I love to do accounting during my vacation time. 
· Degree Certificate: Certificate is proof that I have completed a certain degree. This degree is very much important in applying any business for a job.  
· Software Programming: These software skills are the key in today business world. Those who are expert in Microsoft Excel and PowerPoint are highly demanded in the market. This is the suggestion of recruitment agencies. I am good at Microsoft PowerPoint and excel.


[bookmark: _Toc38901527][bookmark: _Toc39015401]Analyze and reflect my academic progress.
This course serves its purpose very well. At the beginning of the module, I feel that this module will be very interesting and effective. Before this module, I always scared about the timing. I cannot manage my tasks on time.  I know about my lacking but cannot develop it properly. I can learn lots of academic and employability skills that assist me in my life. During the module in every step, I learn about new strategies and tools. I learn about time management tools. After using it I can fix my problem very easily. Not only this I can develop my skills by using personal development tools. I also learn about the analytical tools that help to solve the problem more quickly and get rid of the problem. I apply these skills in the case competition and get a very positive result.  So, after completing this module I can surely say that I learn lots of important tools that help me in my higher study and assist me in my professional career (Shapiro, 2011).
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[bookmark: _Toc38901529][bookmark: _Toc39015403]Illustrate my learning in this module by Reflection model
The reflection model of my mine is given with the help of two Model. One is Gibbs Model and Driscoll's Model of refection. With the help of two models, I described my reflection model.
[image: ]Gibbs Reflection cycle: This theory was published by the psychologist and the sociologist Graham Gibbs. This theory said about a sequence of activity about a specific event or experience. It helps people to think systematically. This model helps people to judge their action and experience and help to modify them both negative and positive behaviour (Mulder, 2019) . The Gibbs Cycle is given below:

 Step 1 Description: This lesson taught me academic and employability skills. This course taught me many things, academic skills and employability skills that help me to get a good job in future. Before I was very week in academic skill, I had no skills and I suffer very much. This course helps me to get rid of these problems. At first, I learn personal development skills, time management tool, Swot analysis, academic skills like how to write a formal report, how to prepare sheet on excel, how to use Turnitin and many more. These skills help me to pass my graduation with good merit and help me to get a good job. As employment skills like time management, communication skills, presentation skills I have learned for this course. These help me to do good in my workplace. 
Along with besides my academic and formal learning, I involved with many clubs such as communication club, business club. In the clubs, I learnt the formal communication, how to talk, how to convince anyone and how-to organize any big program. I was the captain of the cricket team of the University. Here I leant the leadership skill, management skills.
These things I learnt throughout this course both academic and non-academic. All these skills help to improve my ability and help me to pass my graduation.
Step 2 Feelings: Before this course, I was always in depression and shy that I do not have any skills and quality. After that, I am starting this course and start learning new academic and employment skills. It develops my inner confidence help to bring my potentialities in front. Now I can talk with everyone. I know how to manage someone, how to prepare an academic report and I have the management skills to organize any big program at my university. Now I feel very lively and confident and I have trust in myself that I can get a good job in future.
Step 3 Evaluation: I have gathered all the academic and employment skills throughout this course. If I now evaluate myself and I find a new me with more skills and qualification. All the academic and non-academic learning develop my personality, attitude, communication skills, management skills and teach the employment skills to seek by the companies. In the negative side while learning I have done some mistakes that decrease my academic scores. I have done some contribution to my club in the business festival. I was the event Ordinator. I tried to contribute to my activity and gather experience and knowledge.
Step 4 Analysis: This stage is about the analysis. If I compare myself e with previous me. This event helps me to develop my all skills and help me to gather some experience. I have done may mistake in this course in my academic task, in my club and my cricket team. But these mistakes teach me new things. Everyone learns from mistakes. I tried to contribute to my activity and gather experience and knowledge.

Step 5 Conclusion:  The skill I learnt in the club and sports team, definitely need it in future. The academic skill and the experience I gather to form the team and the club will help me in the workplace. In the club, I learn how to make a decision and how to lead a team and control them. This skill helps me in professional work to manage a group of people in the office. It increases my managerial ability. The mistakes I had done in the club and team also in the classroom, help me to avoid the same mistakes in the future. 
Step 6 Action plan: I have some future aim and I promise myself to involve in more co-curricular activity and will join a part-time job to increase my managerial skills. I have some lacking in my public speaking. I will promise, myself I will improve this problem soon. It will help me to expose myself more in the workplace.


[image: ]Driscoll’s Model of Reflection: This is another model from Driscoll. In past time I have done something that I did not want to do or something that gave me bitter experience. This model helps me to evaluate these past events. There is three-part of the model. The model is given below:




the model has three basic questions.
· What?
· So what?
· Now What?
I have used Driscoll model for my evaluation of learning new skills. I want to know the feedback of my task, whether it is quality full or not, or do I have any lacking or not.
· what?
Once I was taking the preparation of the business case presentation of my university. I was participated in a tough competition and won the first prize. But previously I was very bad in the presentation. Through this event, I experienced the most difficult public speaking and I learnt the lesson and won the first prize. In that event, I have seen many students had very good speaking skills and presentation skills. I was very surprised then though that how could they learnt it and why did not I? But doing practice, again and again, I had done it in that time. Another student was very much surprised and they never thought I would win the competition. They congratulated. The key aspect was that I tried so hard and I was very eager to develop my academic and employment skills. This motive helps me to won that competition (Bassot, 2015).
· So what?
At the time of the event, I was very nervous to talk inform of the teachers and the students. My legs were trembling with fear. But now I smiled when I recall the memory. Now I can talk in front of many people without any hesitation. I can smartly present any business case in any competition.  In the first round of the competition, I stuck and forget everything. In that time, I felt very shy but somehow, I managed that time. All this incident taught me how to present anything, how to handle any difficult situation and how to develop own communication skill. I was different from others because I had less belfie and confidence than others and I won my fear and became the champion.


· Now What?
If I talked about the effect, I learnt to manage a difficult situation. I was very nervous and I was frustrated and felt very low to manage the situation. There was pressure from the audience and friends. I have nothing in that time to alter the situation. Though I tried my best and gave a very good presentation. If I faced a similar situation again, I would never feel tensed and I would manage the situation perfectly. To gather information out the same situation I would have to do some research, or I could talk with people who are experienced in that field and I use my own experience that I gathered to from the situation. 

[bookmark: _Toc38901530][bookmark: _Toc39015404]Literature review on academic and employability skills
In the research of Dr K.R Subramanian, named Higher Education and Employability Skills, he said that the employability skills are the transferable skills and which make the person employable. In this research, the researcher said about some research like problem-solving skills, team management skills, knowledge of the business and ICT Knowledge. In the research, the researcher said that the employability skill of the worker and student is very low. To increase and develop the employability skill the researcher has told about one method (NSQF) which means National skills qualification framework (Dr.K.R.Subramanian, 2017). This helped the student to enhance their employability skills. In the research, I have found that the researcher emphasized the soft and shard skills which are mostly required by the companies and the organizations. The researcher told to acquire the soft skills, foundational skills, job readiness skills and employability skills. These skills make the student capable of doing any employment activity.
This research is written by Deesha Chadha & James Toner and the main topic of the research is the employability in higher education of the UK and USA. In the research, the researcher showed that 69% of UK institution has a plan for their students for their employability skills. In this research, the researcher gives their focus on the employability skills and the support from the organization and the government. In the research, we found that they have given focus to the hard and soft skills. (Toner, 2017) 



[bookmark: _Toc38901531][bookmark: _Toc39015405]The feedback I received on all in-class activities. 
In class, the teacher has taught many tools like SWOT analysis, time management tools, PDP plan. Outside of the academic class, I have learned many more things like form the cricket team, form the club, I have learned communication skill, decision-making skills and the managerial skills.
The tools that I have learned SWOT, it helped me to assess myself and evaluate the qualities and skills that I have. I can assess my weakens, opportunity and threat, it will help me to prepare my future and I can know what kind of development should I have to take in the future. 
The time management tools that I learn from the class and the course, it was very effective and I could use it to my life and manage the routine. The skills and tools help me to work simultaneously with several institutions and training centres. Like after that I joined with my cricket team and the club along with complete my graduation. The time management tools help me to give the capability or doing task simultaneously.
The PDP plan hep to design my future goal and objective and this helps me by showing the way of how I will reach and achieve the goals that I set for the future. The course had taught us the analytical skills that help us to solve problems and especially cognitive problems. In the course, the teacher taught us to increase our analytical ability. By five types we can develop and learn the analytical ability. It will help us to improve our decision making in the workplace and academic life.
The cover letter helps us to sell yourself properly. For the job, we must send our cv with a letter. In this course, I have taught the rules of wiring good letter. It will help me to present myself more perfectly and it will help to convince the company. 
These are the very important skills that we have been taught by the course teacher in the course. These skills and Knowledge improve our knowledge and ability to work in a better company. 




[bookmark: _Toc38901532][bookmark: _Toc39015406]Conclusion:
The report gives insight into the soft skills that are needed by the student to complete their higher education. This is one of the aims of the report. The students should take their won responsibility to learn the skills. They should have a concern about the future. There is some model discussed in the report help student to assess themselves. Employability skills are very important to the students. They should learn these skills within their academic year. If they have both hard and soft skills, they will get a good job in future.
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