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[bookmark: _Toc49294763]1. ANALYSIS OF ACADEMIC & EMPLOYABILITY SKILLS

[bookmark: _Toc49294764]1.1. INTRODUCTION
This report presents a detailed analysis of my own academic and employability skills.  It includes my personal SWOT analysis conducted on current situation with detailed discussion. Time management tools have played a constructive role in my academic and personal life. The report also includes a personal development plan stating my short, mid-term and long-term goals. The visit to recruitment agency has provided me with advice on career and professional life and I have referred to some relevant articles on employability in the report. The report also includes my personal academic experience regarding the module with comparison of knowledge and felling prior to and later in the first term.

[bookmark: _Toc49294765]1.2. PERSONAL SWOT
SWOT analysis enables a business/organisation to assess it’s position. The four aspects of SWOT analysis, Strengths, Weaknesses, Opportunities & Threats, can not only assess an organisation’s position and development but as well as of a person. Personal SWOT analysis enables a person to evaluate himself based on the four aspects and be more successful in personal and professional life.

[bookmark: _Toc49294766]1.2.1. STRENGTHS
Through SWOT analysis, I have assessed the skills, which I excel at. Communication skills play an important role in all aspects of life, especially in a professional life. Effective communication is one of my strong skills along with the fluency in speaking the English language. English is not my first language; however, I can communicate fluently in English. Working on MS Word through this course has helped me improve my knowledge about it and I have upgraded from beginner to intermediate level in MS Word. This certificate will add more to my strengths and it will enable me to apply the knowledge in my daily life as well as professional life.

[bookmark: _Toc49294767]1.2.2. WEAKNESSES
By assessing the weaknesses, a person can create the room for personal improvement in some specific skills he/she is weak at. The habit of procrastination in academic and personal life has been one of my weaknesses. I also get distracted from the given tasks, which shows lack of focus and often leads to procrastination. During this course, I learned the skill of time management. This skill will help me overcome my habit of procrastination and lack of focus, thus enabling me to focus on important tasks rather than wasting time on less important activities. Job experience is highly considered everywhere by the employers and for some degrees also. The job experience that I have in the customer service is not sufficient. This certificate will increase the chances for me to have more work experience.  

[bookmark: _Toc49294768]1.2.3. OPPORTUNITIES
SWOT analysis has helped me figure out the opportunities I have regarding my professional career. I have the opportunity to get enrolled in another course after the completion of the one I am currently studying. This will help me gain more knowledge and add more to my qualifications. I can improve my current skills and learn new ones through another degree or diploma. During this certificate study, I have learned about several 0employability skills, one of which is time management. This skill will help me overcome my weaknesses: procrastination and lack of focus. With practice of time management, I will be able to organise my tasks and use my time effectively. Learning can be improved with knowledge and through practice. After successfully completing this course, the chances for a better job will also increase. This will help me gain more experience and improve the skills I possess. 

[bookmark: _Toc49294769]1.2.4. THREATS
The high competition in the job market is one of threats that I have regarding my current situation as I do not have sufficient work experience. The employers prefers graduates and professionals who possess a wide range of employability skills and have high experience in the relevant field. The changes in the economy due to Covid-19 are a threat to my professional career as it has increased the rate of unemployment globally (BBC News, 2020).  

[bookmark: _Toc49294770]1.3. TIME MANAGEMENT 
Time management is one of the top listed employability skills required in any business organisation. This skill not limited to professional life, but it also plays an important role in the personal life of an individual. Through the course of study, I have learned the importance of time management and different tools to manage time effectively. The Eisenhower Method for time management has enabled me to differentiate between important and unimportant tasks and to organize and prioritize them. This method has helped me in dealing with procrastination. 

By keeping a diary and planning my work, I have started organising my work and thus managing my time more effectively. It keeps me focused on the task given at the time and has helped me improve the quality of my work. I have learned that making to-do lists on daily and weekly basis can save you a lot of time. One of the other tools that I have learned in time management is, setting SMART (Specific, Measurable,0 Achievable, Realistic and Time-Related) goals. I have started setting SMART goals in my personal life and studies. Through the practice, I have become better at acknowledging the goals that are SMART. Time management has not only helped me in saving time but also in being more goal oriented. 

[bookmark: _Toc49294771]1.4. PERSONAL DEVELOPMENT PLAN
Personal development plan plays an essential role for an individual who aims to become successful in his life. The plan with defined goals enables individuals to have control over their lives with the clarity of their objectives. It keeps the person motivated and determined to fulfil the goals within time. In personal development plan, I have stated my short, mid and long-term goals. These goals will enable me to utilize the career related opportunities and eliminate the weaknesses I had accesses through my personal SWOT analysis. I will also be able use my strengths and opportunities in order to minimize the possible threats. 

[bookmark: _Toc49294772]1.4.1 SHORT TERM GOALS
The short-term career related goals I have are to become a pro at MS Office, to improve my time management skills and to become more aware generally. Digital literacy is becoming an essential employability skill with the fast pace growth of technology. MS Office is used in every business sector and a suitable candidate is expected by the employer to have a command on the MS Office. Thus, I plan to take a short course on MS Office in order to be learn and use the skills like professionals. A person who has the ability to manage time effectivity, he/she can manage his/her life well. This skill is necessary for the academic and professional life as well. I want to have general awareness in order to communicate more effectively with others and to have good planning skills. 

[bookmark: _Toc49294773]1.4.2 MID TERM GOALS		
Mid-term goals have a time span of 6 months to a year. Along with the short-term goals, I have planned to improve my Spoken English skills and to have a positive attitude towards my personal and professional life. English language is one of the widely spoken and understood language all around the world. Employers expect candidates to have strong written and verbal English language skills in order to communicate efficiently.  There are a number of ways to improve this skill such as, reading books, newspaper in English, communicating more in English and with native English speakers. I also plan to have a positive attitude towards everything in my life as it helps in dealing with problems in life and seeing things with a better perspective in life. I intend to have a proactive approach towards life by attaining a positive mind-set. 

[bookmark: _Toc49294774]1.4.3 LONG TERM GOALS
In the longer run, I intend to gain more work experience as its one of the weaknesses that I have regarding my career. With growing competition in employability sector, the candidate who have more work experience are more likely to secure good jobs. On the other hand, I will be able to use the knowledge of employability skill I have learned in this course and enhance the skills I possess while learning new ones. By the next year, I want to gain the knowledge of business by getting a diploma in business administration. Studying business will help me to become more aware of nature of work. It will also enable me to become an entrepreneur myself after gaining knowledge, resources and experience. 

[bookmark: _Toc49294775]1.5. LITERATURE ON CAREER AND EMPLOYABILITY
Literature on student’s career and employability is produced and published on various mediums. The analysts and authors have provided students with advice on following a career path and the growing need for employability skills. Most of the student invest in higher education in order to secure good jobs and make money while some are derived by their passion (Donald, Ashleigh and Baruch, 2018).

[bookmark: _Toc49294776]1.6. ADVICE FROM RECRUITMENT AGENCIES
During the course of study, the students learned a great deal about employability and its skills. Each skill has its own significance and it plays a key role in securing a good job. As a part of learning, we were assigned to write cover letter and go through different CV’s. 
For personal experience, I paid a visit to a recruitment agency, in order to learn more about recruitment process and get some professional advice. The recruiter seeks more than CV and cover letter from the suitable candidate.
1. A candidate must be aware of professional ethics and must advance his/her career professionally. 
2. Communicating effectively can prove a candidate worthy of the position he/she has applied for, as it is one of the main attributes in the professional career. Written communication is as important as possessing verbal communication skills.
3. Punctuality shows an individual’s commitment towards his/her professional career; thus it is an essential part of work life. 
4. Apart from the skills an individual possesses, he should be open to learning new things and adapt to different situations. 
5. A recruiter seeks employees who exhibit positive attitude towards his/her career and have an ambitious nature.

[bookmark: _Toc49294777]1.7. ANALYSIS OF ACADEMIC PROGRESS
The course of study has provided me with a deeper understanding of employability skills. Prior to starting the course, I was not certain about my interest in learning employability skills. Having little to no knowledge regarding skills required in a workplace, I opted for the certificate. Through the course, I learned about several skills such as, communication, personal, interpersonal, numeracy and general awareness. Each of them has its own significance and is application not only in professional life but in personal life as well. Time management has been one of the major learnings for me during the study of this certificate. I have applied time management tools to my personal life, and they have a huge positive impact on my life as I have become more organised in prioritizing my day-to-day tasks. 

The course has a detailed explanation and requires students to perform relevant task individually and in groups. It has enabled me to access my current situation as a student by doing a personal SWOT analysis. I have been able learn the proper manner of writing a CV and how information should be provided by the person. I was not aware of importance and writing style of a cover letter prior to enrolling for the course. The certificate has aided me immensely in improving my writing and speaking skills. I have been able to reflect on my learning and write this report through the knowledge I have gained. The learnings and knowledge have provided me with more self-confidence and it has increased my chances of securing a good job and have a successful professional career.

[bookmark: _Toc49294778]1.8. CONCLUSION
An analysis of my employability and academic skills has been presented in this report. Through the personal SWOT analysis, I have realized the opportunities I have despite the weaknesses. The enrolment in a new diploma/degree in business administration will increase my knowledge and create several new opportunities. Personal development plan has also directed me to become a better version of an employable person in near future. I have re-defined my career goals after the advice from recruitment agency. My academic progress had been a success as it has opened the door to knowledge and opportunities.  


[bookmark: _Toc49294779]2. REFLECTION ON LEARNING

[bookmark: _Toc49294780]2.1. INTRODUCTION
This is the second part of this report. In this part I will reflect on my learning in this module using one of the models of reflection. I have selected four topics from the entire module, including from both first and second term. These include an analysis on my own personal development, referring to the SWOT and PDP presented in the first part of this report. I would also reflect on my report writing skills, which have gained the maximum benefit from this module. My whole perspective about employability and career related issues has changed after the insights and in-class activities we did on employability so I have to reflect on them as well.

Lastly, I would reflect on reflective thinking itself, an asset to me after this module, which will benefit me not only in my further education and career but also in my personal life, in my opinion, for the rest of my life. Hence, reflective thinking will be my last topic. A brief conclusion will be presented at the end of the report to summarise the key points of this part of the report. Reflection is a great ability and process by which we tend to continue our learning, even after the first experience of that learning and it can help us to generate new ideas and solutions by mere thinking, which should be critical and creative (Ramsey, 2006).

[bookmark: _Toc49294781]2.2. MODELS OF REFLECTION
This module taught us three models of reflection, which were:
1. Gibbs Reflective Cycle (1988),
2. Kolb’s ‘Experiential Learning Cycle’ (1984) and
3. Driscoll’s Model (1994, 2000).

For me, the suitable to follow model of reflection and the one that helps me to think through all the aspects in a systematic order, is Gibbs Reflective Cycle, presented by Graham Gibbs in 1988 and is illustrated below (Rumson, 2018). This cycle allows to reflect in a process involving six stages
. 
[image: Reflective learning - Learning - University of Kent]

All the topics selected for reflection in this part of the report, from 2.3. to 2.6. will be reflected upon using Gibbs Reflective Cycle. Although, all models of reflection have their own significance, but as this cycle will help me to critically evaluate my learning as well as making me more independent learner (Rumson, 2018) that is why my particular preference is to apply this model on my learning in the context of these models.

[bookmark: _Toc49294782]2.3. PERSONAL ANALYSIS & DEVELOPMENT
The personal analysis and development has increased my awareness about myself more than anything in this module. I wasn’t aware of personal SWOT analysis and personal development plans before this module. These two tools have made me think about myself from a different perspective. I use to think about the pros and cons of other things, like for instance I wanted to work in central London after finishing my education and use to think about what are the benefits and drawbacks of working in central London. But with personal SWOT, I am now able to understand my personality much better. However, I do feel that I am still not fully able to grasp the knowledge and purpose of my personal SWOT, especially, how I can turn my opportunities into my strengths or how do I need to manage my weaknesses so that they don’t turn into future threats for me. I need to question myself a lot more on the learning on this module to improve my reflection skills needed for this style of learning (Bourner, 2003).

My classmates also did their personal SWOTs and discussions with them was a good thing for me as well. I think when I was doing my SWOT, I should have discussed with friends and family, as they can be good judge about your key strengths, so I do plan to do another SWOT later on by taking their perspective on board. The personal development plan, which is attached in the appendices, I did not do much planning on it. In a way, it made me think for the long term, which I never thought before. I used to focus more on present and decisions I need to take in the present however, I mainly focused on my academic goals whilst preparing my personal development plan. But, I think I should have added more goals that target my career, or perhaps I should make separate personal development plans, one for academic development and one entirely for professional development.

[bookmark: _Toc49294783]2.4. REPORT WRITING
Report writing in term one, was another beneficial part of this module. Report writing is critically important for students and professionals alike as students need to write reports for their academic progress and professionals need to write reports of different types whilst on the job. Report writing for me was simply covering few points about the subject on which the report was, but after taking the lesson on report writing, I realised that report writing is not as easy as it is. Since report writing will be used extensively in my educational journey as well as in my career, which I expect it to be, therefore, this will benefit me and enhance my skills. It was great to know how to structure a report, the impact of formatting and paragraph spacing has on the quality of the report. However, I think that it would have been more effective if I could learn report writing with applying different topics, such as business or IT. Because this would have practically taken me through the rules, I learnt in report writing, such as gathering and processing information, then evaluating it and planning the report structure in accordance to it. 

I also noticed that my written as well as verbal communication skills have improved further, by enhancing my report writing skills (Business World, 2017), which was not mentioned in the module. I could not do enough of my own search alongside, especially for the in-class activities, which I strongly feel that I should have done. I should have investigated some professional reports and read them to understand the level required for writing professional level reports. I would have made comparisons with my work and seen myself where and what exactly I lack in my writing skills.

[bookmark: _Toc49294784]2.5. EMPLOYABILITY SKILLS
The most detailed and useful topic in this entire module for me was the employability and career skills, which have really made me aware of my own shortcomings as well as how demanding and competitive the career world has become. I used to think that I need educational base and some work experience or internship to get a starting level job in any reputable organisation. However, now when I think of it, I feel very funny about my own thinking. Life is not as easy and so is finding and getting the desired job in today’s world. The in-class activities of CV writing and cover letter writing were very challenging for me initially as I did not know much about the details of them. 

I used to think that CV is all about how it looks and if one has a good education and some experience to put on their CV, they are good to go. Writing a cover letter means you need to be fully aware of the job posting as well as the employer and so each cover letter needs some research. The module gave us job descriptions of different posts, which was very effective in my learning as I got to see and know about different types of jobs. Now I know a lot more about these jobs, than I knew before. Getting to know different recruitment agencies, which ones are popular and so and the advice and so many helpful tips on the official website of these recruitment agencies has given me confidence.

I have visited a couple of them to understand how the process is when one has to apply for jobs through recruitment agencies. Although, I think it’s still much better to apply directly to the employer through their job advertisement on paper or online, as this gives a chance to leave your CV in their record but there is no objection to the importance of recruitment agencies as well. I realised that I need to build up my skills and enhance my public speaking because the job market is competitive and to be able to find a good job in a short period of time is very challenging. Also, the report writing skills can be used to enhance the letter writing skills, such as letter to the council etc. to make an effective application.

[bookmark: _Toc49294785]2.6. REFLECTIVE THINKING SKILLS
During this module, in term 2, we studied reflective writing. Reflective writing or reflection in general which I didn’t understand much in the beginning but after this module, I have gained good information on this topic. The models of reflection were very helpful to understand the purpose and process of reflective thinking, after which the reflective writing became easy. I have been of a habit to re-think on one issue often repeatedly and I do read some books more than once, just to gain a different perspective every time. This is why, reflection is to some extent already part of my personality. Reflection has numerous direct and indirect benefits, but reflection can also bring some areas back in to the mind that cause emotional stress, but I noticed that when something is being reflected upon again and again, eventually, it doesn’t bother or cause problem emotionally (Ions and Sutcliffe, 2019).

[bookmark: _Toc49294786]2.7. CONCLUSION
This section presents the conclusion to this report, which focused on reflection on the learning in this module. The reflection was an important part and was aimed to be done as per the Gibbs Reflective cycle (1988). In order to do my reflection on the learning in this module, I selected four topics from both term 1 and term 2, which in my opinion were the most helpful and insightful for me in terms of my educational and professional career aims. The topics I selected for the purpose of reflection were personal analysis and development, report writing, employability skills and reflective thinking skills.
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[bookmark: _Toc49294789]4.1. PERSONAL SWOT ANALYSIS
	STRENGTHS
	WEAKNESSES

	
1. Communication skills
2. Qualifications
3. MS Word (intermediate)
4. Fluency in English 
	
1. Procrastination
2. Lack of focus
3. Insufficient work experience

	OPPORTUNITIES
	THREATS

	
1. Enrolment in a new course
2. Growth of knowledge 
3. Improve time management skills
4. Increase work experience
	
1. Competition in job market
2. Changes in economy






1

[bookmark: _Toc49294790]4.2. PERSONAL DEVELOPMENT PLAN
	
	
SHORT-TERM
 TIME FRAME
	
MID-TERM
TIME FRAME
	
LONG-TERM 
TIME FRAME

	Section 1 - My Goals
	Be a pro at MS office and increase general awareness while having effective time management skills.
	I want to have strong Spoken English skills and positive attitude towards my work and personal life
	Gain work experience and get a diploma in Business Administration

	Section 2 - Skills  & Knowledge to be Learned
	· Microsoft Office Professional level
· Effective time management
· Be informed
	· Improve English language skills
· Have a positive mind-set
	· Employability skills
· Study Business Administration

	Section 3 - Next Steps
	· Take a short course on MS Office
· Make a daily plan and to-do list
· Watch NEWS & read newspaper
	· Read English books, newspaper and communicate more with native English speakers
· Attend seminars, read self-help books & meditate
	· Completion of Certificate, search for jobs and  visit recruitment agencies
· Get enrolled in a university

	Section 4 - Resources
	· Diary and planner
· TV/Laptop and Newspaper
	· Books/Novels in English, Newspaper
· Self-help books e.g. 7 Habits of Highly Effective People
	· Apply for jobs online and through recruitment agencies
· Search universities

	Section 5 - Time Schedule
	
	
	

	When will I start?
	Oct 2020
Already in Practice
Sep,2020
	Sep 2020
Sep 2020
	Oct 2020
March 2021

	When do I expect to finish?
	Dec 2020
Feb 2021
	July 2021
April 2021
	Dec 2022
Mar 2022

	Section 6 - Completion When have I completed each step?
	□__________
 Date
□__________
 Date
□______
	 □__________
 Date
□__________
 Date
□______
	□__________
Date
□__________
Date
□______
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