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Task 1
Academic Report on analysing my own Academic and Employability Skills
[bookmark: _Toc39573135][bookmark: _Toc39575555]Introduction
	As the organisations scope themselves at the global level, so the competitions among the companies is increasing with the passage of time. Among other precautionary measures taken towards ensuring their competitive advantage, they pay more attention towards hiring graduates having suitable employability and academic skills. The graduates are then required to contribute to the work environment by utilising their skills and perform different roles within the organisation (Rust & Froud 2016). 
	For the purpose of making myself more competitive in my future profession, I find it necessary to first discuss employability and academic skills that are deemed necessary by the employers for graduates, after that I will carry out a personal SWOT analysis in close line with my class activities and eventually I will draw an action plan to improve my skills in future. 
[bookmark: _Toc39573136][bookmark: _Toc39575556]What skills are required by employers?
	The employability skills comprise not only of the skills essential to gain employment, but also of those skills which are required to progress in professional career and also within an organisation. These skills allow a person to give his/her optimum performance and output. The study in this regard shows that the most effective way to introduce students with employability skills is through the internship after university graduation (Griffin & Coelhoso 2019). The graduates with essential employability skills are required to enable and support the organisation so that it might achieve its strategic goals. 
[bookmark: _Toc39573137][bookmark: _Toc39575557]Essential Skills
	Employability skills are important not only for an individual but for all factors working within a society. A recent study in this regard shows that after all the attempts that the higher education institutes have been making to adopt their curricula according to the needs and requirements of the national employability strategies, there have been significant variations between what is required by employers and what attributes are possessed by new graduates (Osmani et al. 2019). In such a condition the responsibility of adopting and refining employability skills lies more upon the graduates such as myself. As per personal opinion developed through extensive research, I hold mentioned below attributes as most essential employability skills. 
[bookmark: _Toc39573138][bookmark: _Toc39575558]Communication Skills
	Communication skills are present at the core of all skills. It is because communication happens all the time in all situations and places whether it is a workplace or personal life. It is through communication that we can establish a sustainable and mutually beneficial relationship both with colleagues and superiors. The output of effective communication can result in a good working environment and be able to complete the tasks in a more efficient way (Bordi et al. 2018). 
	In the real world business perspective, it is through communication that existing customers of a business can be retained on one hand and on the other, it will work as a positive gesture to attract new customers. 
[bookmark: _Toc39573139][bookmark: _Toc39575559]Teamwork Skills
	The secret of today's organisational growth can be traced in the teamwork. Through division of labour and specialisation, more and more individuals can be a part of a team. Teamwork skills help divide a complex project into smaller parts and then it can be done by a team of suitable number. Through team work, the organisations are able to complete their tasks in time. Moreover, brainstorming through teamwork can help an organisation be able to arrive at the most suitable decision. 
[bookmark: _Toc39573140][bookmark: _Toc39575560]Problem Solving Skills
	In today's competitive business world, the organisations gain their competitive advantage through problem solving. Thus, the organisations look for graduates who have excelled themselves at problem solving skills. 
[bookmark: _Toc39573141][bookmark: _Toc39575561]Self-Management Skills
	Self managmenent skills are required in the tasks where an individual needs to work alone without any help from other members of the organisation. In today's business world, this skill is as essential as that of team working. 
[bookmark: _Toc39573142][bookmark: _Toc39575562]Organising and Planning Skills
	All organisational operations are planned at the first place, after that its requisites are organised in such a way that they become useful in the actual business process. 
	The graduates with organising and planning skills understand the business operations in their minute details. Thus, they become more useful part of the organisation. 
[bookmark: _Toc39573143][bookmark: _Toc39575563]Technology Skills
	Technology works as a driving force to move the organisations forward, which makes the organisation to hire those professionals and graduates who are excelled in the technology skills. The technology skills comprise of using computers and telecommunication systems. Moreover, a graduate must have knowledge of how organisations manage information through technology in order to understand current trends and developments in consumer behaviour. 
[bookmark: _Toc39573144][bookmark: _Toc39575564]Learning Skills
	The knowledge of society increases dynamically so the organisations working within a society must also evolve in knowledge and understanding. This can be done through developing learning skills not only in its existing employees but also hiring those graduates who have well developed learning skills. 
[bookmark: _Toc39573145][bookmark: _Toc39575565]Initiative and Enterprise Skills
	Having spent almost two decades in twenty first century, today's business workplace requires its employees to have multi-dimensional skills as they are not hired to do just one specific task but instead they are offered different roles to be carried out. Employability skills have become a very important issue at international, national and regional labour market. The study conducted in this regard shows that the employees are expected to show a number of personal attributes such as: emotional intelligence, independence, self-confidence, self-awareness, creativity and initiative, stress tolerance, flexibility and adaptability, reflectiveness, professional behaviour and willing to learn (Suarta et al. 2017). 
[bookmark: _Toc39573146][bookmark: _Toc39575566]Personal SWOT Analysis
	After I have identified the essential employability and academic skills that are deemed important by the organisations, I make a personal SWOT analysis based upon my class experiences. 
[bookmark: _Toc39573147][bookmark: _Toc39575567]Strengths
	I am good at organising and teamwork skills. This is because during class activities, it was a fun for me to build on the ideas with other members. Moreover, as a group leader in activities, I tried my best to allocate the tasks in such a way that everyone enjoyed his part. 
	My second strength in this regard is that of self-management. I am able to complete my tasks without being pushed. My favourite technique in this regard is that of applying urgent and important matrix to all tasks. The tasks that are important and urgent are given first priority and second priority is given to important but not urgent tasks. I also write these tasks down according to calendar to get myself prepared forehand for a task. 
	My third strength is that of learning new things and ideas with the passage of time. As a student of this course, I have been learning things not only through this course but also I have engaged myself in personality development online course. 
	Technology skill is my fourth strength with respect to employability skills. My technology skills comprise of professional usage of computer as well as specialised software packages. 
[bookmark: _Toc39573148][bookmark: _Toc39575568]Weaknesses
	My weaknesses as per employability skills include weak communication, problem solving, and having no work experience. 
	Being an introvert, I feel myself not as much open as I should be according to the situation. Therefore, sometimes, I find it hard to communicate properly with others. Another aspect of being introvert is that I feel shy while I am talking to strangers. 
	Being weak at problem solving means that I is difficult for me to perceive all aspects of a problem at hand at the first glance, instead I focus my attention to a specific part of a problem. This mental habit, according to my understanding, makes me weak at problem solving. 
	Having a hesitation type of career orientation might have a negative impact upon my outlook but a recent study has proved that the graduates, having higher perceptions of hesitation career orientation type, show a relatively higher level of personal and core skills of employability (Soe Thu, Saw & Thandar 2019). 
[bookmark: _Toc39573149][bookmark: _Toc39575569]Opportunities
	If I consider opportunities available to me in near future, I can have a part time job or internship within no time. This will inculcate me with practical aspect of employability skills. Moreover, as earlier mentioned study in this regard shows that there is a consider gap in desired attributes of new graduates as perceived by institutes and required by employers(Osmani et al. 2019). 
	Second opportunity is available in the form of this course where I can go through and can practice all essential academic and employability skills. The basic skills of CV writing, cover letter writing, reflective writing, public speaking, summarising and paraphrasing are covered thoroughly in this course. Thus, I will be in a good standing after the completion of this course. 
[bookmark: _Toc39573150][bookmark: _Toc39575570]Threats
	The biggest threat is in the form of employment pressure that is getting higher with the passage of time. A study conducted in this regard asserts that the graduate employment pressure is basically there because of continuous expansion of graduate enrolment in educational institutions (Chen et al. 2018). 
	Another threat to me is in the form of Corona Virus which has huge impact upon the social, economic and financial systems of the countries all over the world. This is a threat to me as a study conducted in 2019 shows that finding a job successfully has much to do with the happiness and stability of family and society (Li 2019).  
[bookmark: _Toc39573151][bookmark: _Toc39575571]Personal Action Plan 
	After I have taken SWOT analysis of my personal attributes, I make a personal action plan to improve my skills by using SMART technique. 
[bookmark: _Toc39573152][bookmark: _Toc39575572]Communication Skills:
· I will participate in the activities more often than before. I will offer my services to the school community directly to get myself more involved in communication.
· A way of enhancing one's employability skills is through valuing social network, general knowledge and experience and friendship (Soe Thu, Saw & Thandar 2019). Moreover, taking part in art activities, sports and activating social network can also play a good part in improving my communication skills. 
· I also plan to take a mini module on communication.
[bookmark: _Toc39573153][bookmark: _Toc39575573]Problem Solving Skills
· Educational institutions try their best to enhance effective brain engagement of their students in order to accelerate their productivity. The term productivity is also considered as learning outcome in academic setting (Alam, Islam & Kabirul 2017). In line with the aforementioned research, I plan to enhance my creativity and utilise other applicable strategies in order to enhance my brain engagement as well as problem solving skills. Indulging myself in creative activities will be beneficial to in both organisation and classroom settings. 
· [bookmark: _GoBack]Moreover, I plan to assist others in their problems. In this way, I will solve problems of others while enhancing my problem solving skills at the same time. 
[bookmark: _Toc39573154][bookmark: _Toc39575574]  Initiative and Enterprise Skills
· I plan to get an internship for few months that will offer me a real world experience. After that I will go for a part time job. I can also enhance my enterprise and initiative skills by enrolling myself in trainee programmes during summer and winter breaks. 
[bookmark: _Toc39573155][bookmark: _Toc39575575]Conclusion
	To conclude, it can be stated that in today's complex world, the employees are not concerned with the security of their current job, instead they are concerned about employment security in the labour market (Bernstrøm, Drange & Mamelund 2019). Keeping this fact in mind, I have summed up eight kinds of employability and academic skills through extensive research that are most needed by the organisations. In order to better understand my standing with respect to these skills and attributes, I made a SWOT analysis of my personal skills. I analysed my skills through critical analysis of my actions during class activities. This analysis has made me more aware of my strengths, weaknesses, opportunities available to me in the market and threats that I might need to deal with in future. In the light of SWOT analysis, I have drawn a personal action plan to take necessary steps to further polish and strengthen my employability skillset. I am determined to monitor my actions in close line with my action plan and hope to excel myself in essential employability and academic skills after I have done enough exercise. I hope to avail a competitive job soon after completing my education.   

[bookmark: _Toc39575576]Task 2
Academic Report Reflecting on learning during class
[bookmark: _Toc39572481][bookmark: _Toc39573156][bookmark: _Toc39575577]Introduction
	This academic report comprises of reflective writing on my learnings during class. Reflective writing is an expression of reflective thinking that in turn is a part of the process of critical thinking. Reflective thinking refers to the process of making decisions and analysing about something that has already happened. So, reflective thinking is a cautious, persistent and active consideration of form which is expected of knowledge, of the reasons by which that knowledge is supported and what are further conclusions that lead to that knowledge (Sekarwinahyu et al. 2019). Reflective writing is an effective exercise for learners such as myself as it encourages them to be more active and also assists them in expression of their ideas in a more moderate and democratic way (Sekarwinahyu et al. 2019). 
	In this report, I will express my reflections on what I have learned through this course. During this reflection, I will reflect upon four employability skills that I have covered during the course i.e. communication skills, teamwork skills, self-management skills and technology skills. I will utilise Gibbs' Reflective Model (1988) for reflection process. The reason behind prioritising this model over others is that in this model, I will be able to express my feelings and emotions. 
[bookmark: _Toc39572482][bookmark: _Toc39573157][bookmark: _Toc39575578]Gibbs' Reflective Cycle
	Graham Gibbs developed this reflective cycle in 1988 in order to provide a structure for learning from experiences. It provides a framework through which the experiences can be examined (Emery & Chang 2017). It has a cyclic nature which means that it can be used particularly for experiences of repeating nature. Thus, this reflective is useful for a learner such as myself to learn and plan things after having experienced these things forehand. Gibbs reflective cycle comprises of six stages, each stage is described below:
· Description of the experience with necessary details
· Feelings about the experience
· Evaluation of the experience, including both bad and good aspects
· Analysis in order to make sense of the experience and situation
· Conclusion comprises of learning from the experience as well as the difference that could be made by acting otherwise.
· Action plan to deal with such situations in future and also the general appropriate changes to be made in future (Gibbs 2017). 
[image: ]
(https:www.ed.ac.ukreflectionreflectors-toolkitreflecting-on-experiencegibbs-reflective-cycle)
[bookmark: _Toc39572483][bookmark: _Toc39573158][bookmark: _Toc39575579]Description
During the course of this study, I have been concerned mainly about four employability skills i.e. communication skills, teamwork skills, self-management skills and technology skills. I am shy therefore, as the course began, it was really hard for me to communicate with class fellows, answering the questions, and most importantly I could not ask questions in order to clear my concepts and ideas. Similarly, being a part of team was something alien to me. It was really hard for me to play a lead role in the team. I started by focusing upon my self-management skills. I started planning my day ahead. In this way, I was able to practice what I was going to do next day. A study in this regard also supports the argument that self-development skills can be gained through volitional actions which are self-initiated and intentionally conceived (Shogren, Wehmeyer & Khamsi 2017). During the process of self-development, I utilised my technology skills and noted and planned all aspects on different types of computer software. I also extensively utilised literature to better understand my challenges and to make appropriate strategies to deal with day to day situations.  Through different strategies, I was able to develop my communication skills. Within a period of two months, I was able to communicate with strangers, could stand up in class and ask questions, and my team members became attached to me as I was able to understand each member's strengths and weaknesses and accordingly they used to play their part in the team. 
[bookmark: _Toc39572484][bookmark: _Toc39573159][bookmark: _Toc39575580]Feelings
	Before I came to the class, I already had realised that I need to work on these aspects of employability skills. At that time, I was quite happy as I had a chance to understand and learn what I needed to learn in order to stand at a better footing in future. Practically facing the situation was different from what I had imagined. No doubt, I was happy but the initial days of course were challenging for me. The compelling requirements of the course and demanding environment of the class made me realise that I need to pace up change process otherwise, it will be very hard for me to meet the requirements of the course. Similarly, I was also trying very hard to cope with requirements of being a team leader. In initial days of the term, I felt that the team members were not feeling relaxed while interacting with me. It might be the reason that I was not open to them in communication. As I started self-development through different techniques, I got positive feelings not only about class but also about my engagement in class. 
	I want to express that my teachers contributed positively to the situation and helped me in employability skills development through the time. I also feel indebted to my team members who were open in positive feedback and cooperated me whenever there was a need. 
An important thing to mention is that when I realised that my team was not going to hand in the assignment as it was planned, I got frustrated. Initially, I was certain that my plan was going well and due to this feeling, I supported others in doing rewriting. When things did not go well, I ended up feeling guilty. Now, looking back I feel satisfied that I did what I needed to do.
[bookmark: _Toc39572485][bookmark: _Toc39573160][bookmark: _Toc39575581]Evaluation
	In order to evaluate the experience, I will divide the things that were good and that were bad. I developed my communication skills to the level that my teachers were satisfied with me. In fact, I was internally satisfied with what I had done to develop my communication skills. My shyness was something that I had faced since my childhood. I felt it too hard to recover within such short time. Similarly, teamwork is another aspect where I consider myself to have recovered to some extent. However, this is the sphere I think I should I have worked more. I need to work more on motivation and collaboration. 
	There is no doubt that my team had worked well and had produced quality material of tasks that were assigned to them. Moreover, in spite of some delays, we were able to submit our final work in time. It is also worth mentioning that two members of the team could not meet the deadline but as team members, others managed to sacrifice their time and worked harder in the evening to get the work done in time. Thus, we experienced group work ethics. 
	As far as my technology and self-management skills are concerned, it was a good time of learning and practising. I could feel energy and motivation within to overcome my shortcomings. Working on a specific aspect of a skill and then practising it for some days made me realise that a person can achieve a goal if he plans for it and strives hard to achieve it. 
[bookmark: _Toc39572486][bookmark: _Toc39573161][bookmark: _Toc39575582]Analysis
	While analysing my actions during class with respect to four employability skills i.e. communication, teamwork, self-management and technology skills, I need to describe over all scenario which has encouraged me to take practical steps in the form of developing my own skills. 
	First reason is that I wanted to enhance my employability skills as these skills are now considered as the alternative to job security. The study entitled "Employability as an alternative to job security" states that in today's world market the employees are less concerned about the security of current job but instead, they are more concerned about the employment security measures in the labour market (Bernstrøm, Drange & Mamelund 2019). Due to this reason, I wanted to enhance my employability skills. So, that in future, I might not be worried about job security. 
	After careful literature analysis of the job market, I have come to known that there is a difference between skills required by the employers and the skills possessed by the graduates. The study entitled " Graduates employability skills: A review of literature against market demand" conducted research on the fresh graduates of three universities and found that there was a considerable gap between the attributes desired by employers and the desired attributes perceived by the institutes (Osmani et al. 2019). Due to this reason, I realised that I must do research in order to get the idea of basic skills required by employers and then cross analyse these skills with my skillset. Thus, I was able to have a clear picture of what I had and what I should be in order to get a splendid job in future. 
	In my opinion, the skills such as effective communication, teamwork and self-management play a primary role in the success of human life. It might be work life or personal life. It brings happiness and satisfaction to human life. The same is the case for me. After I have developed myself to an extent in abovementioned skills, I experienced happiness. The study entitled "Research on the approach to improving the employability of college students" elaborates the fact that the ability of a college student to find a job successfully or not, has much to do with the happiness and stability of his family and society. This study further states that the having adverse conditions in personal and family life can affect the person in three aspects: awareness of planning, practical ability and professional ability (Li 2019).
	I know I have developed my skills to an extent but there is still a long way to fully master these skills. I have developed this way of approaching my employability skills based upon fact that hesitation type of career orientation is the one that hold high constructed aptitudes regarding employability skills and show experience and general knowledge, friendship and social network through taking part in sports, social network and art activities. This study also states that the level of core and personal skills of employability would be higher in the graduates having higher perception of hesitation career orientation as compared to other groups of graduates (Soe Thu, Saw & Thandar 2019).
Throughout the process self-development, I observed extraversion, neuroticism, and conscientiousness which have helped a lot in measuring my progress and keeping myself on tract. A study conducted in this regard also confirms that the domain specific measures such as level of career decidedness, goals, outcome expectations, self-efficacy, social support and learning experiences help to measure relations of personality (Ireland & Lent 2018).  
[bookmark: _Toc39572487][bookmark: _Toc39573162][bookmark: _Toc39575583]Conclusion
To sum up the discussion, I can say that I sorted out the employability skills that I needed to start a successful career, however, I still need to work upon my skillset in order to be more ready for future endeavours. In the same vein, a study entitled "The employability skills of higher education graduates: insights into conceptual frameworks and methodological options" states that it is impossible for higher education institutions and policy makers to identify the skills that will be required of graduates in practical life (Suleman 2018). However, an agreement is found between industry and higher education institutions with respect to relational, technical and cognitive employability skills. It is also important that employability might also be affected by social and economic processes. Therefore, it is pertinent for me to keep working on skillset and further excel my employability skills. 
[bookmark: _Toc39572488][bookmark: _Toc39573163][bookmark: _Toc39575584]Action Plan
My future action plan is consistent with actions, I have taken in the past. I will give prime focus to my communication skills. For this purpose, I plan to engage myself in community service of college. In this way, I will be in direct touch with others and therefore, I will have plenty of circumstances to communicate and interact. As per teamwork, community service will also be helpful in collaborating and interacting with team members. Self-management and ability to deal with problems alone will be dealt with by helping others in personal capacity. My technology skills will also be given food by taking online courses. The employability skills gained through this module will not be an end of it, instead, I plan to keep developing my employability skills throughout my professional career.
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