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Executive summary
In the following report there will be described the importance of Academic and Employability Skills. As well as any topic, there will also be four subtitles regarding the main subject such as Cover letter, Time-Management, Analytical and Critical Thinking and Referencing. There is important to mention that every subject will be described in a reflective point of view highlighting their importance, aspects and giving examples about the outcomes after learning about them in class. 

Introduction
Academic and Employability Skills ae those who make a person employable and give it the chance to build a career. (Doyle, 2019). 
In order to be a good achievement for the company you must be able to work in group, to communicate, to listen effectively, to manage your time, to take action and solve problems. Academic or professional skills are those which we can learn and we need to have specific preparation such as courses, University degrees, team-buildings so on and so forth. These skills are learnt from professionals such as lecturers, professors, specialists which are able to teach students or people in general these skills by attending classes or courses. The employability skills are not easy to learn so we must put personal efforts in order to acquire them and continue to develop them during time. The most in-demand skills that employers are seeking are communication, public speaking, teamwork, time management, leadership, flexibility and interpersonal skills. To start with communication, this is an employability or soft skill which is vital in every field or industry in the labor market because every employee needs to be able to communicate with clients or other people who is working with.
 Personally, I believe that my good communication skills are somehow helping me to go up in the career ladder because in the field I am working we need to give very velar directions in the team in order to do our work well and not make mistakes. In the communication skill it is included the e-mail correspondence which means that the applicant must be able to write clear messages via e-mail and use the proper language for the field or industry is working in. Public speaking is one of my favorite skills because I am not an introvert person so I am capable to open up and present a project or a group presentation or even to stand up and say my opinion in front of a group of people or while in a meeting. Although, there are many people struggling with public speaking because they feel nervous while need to do that. Teamwork and interpersonal skills are going hand in hand because being able to work in a team you must have interpersonal skills which means to be able to collaborate with your team mates in order to achieve a common goal or mission for the company.  For me the hardest skill to achieve is the time-management skill which is required by every employer because every professional needs to be able to manage it’s time in order to accomplish the daily, weekly and monthly tasks at the job but also to be capable to manage the time through studies and family.
 Leadership is the proof that you are able to give directions and delegate people doing things while flexibility is the capacity to fit into new challenges or even to adapt to changes. We all know that not a job is fluent from the start to the end, so when it is about having a change, employers must have the ability to adapt. For example, if an annoying manager will be responsible of your department you need to adapt and be flexible in order to get the best results at the job. (Doyle 2019)

Model of Reflection
The model of reflection means analyzing and understanding personal situations such as being able to think and reflect about a course you had two weeks ago at the University. (Rouse, 2020).
[bookmark: _Hlk59486042]In shorter terms, reflection is about figuring out what is the outcome from certain experiences. Models of reflection are helping individuals understand their thinking while learning. It is important to know that a model of reflection may be used anytime in any circumstances but the most proper time is when there is need for feedback or updates, for example at a meeting where is discussed something that you learnt about or experienced or while having an interview. (Rouse, 2020).
Cover Letter
The cover letter is an extension of the CV or a cover for the CV in shorten term. It is another way to highlight your own strong skills and convince the employer you are a perfect fit for the job. The main idea of the CV and cover letter is to be designed as the job description requires in order to catch the employer’s attention and stand out among other applicants. (Doyle, 2020)
[bookmark: _Hlk58952779]The cover letter is not mandatory as the CV but in most fields and industries, a cover letter will boost the chances to be eligible for an interview and get the job you applied for. In the industry I am working I needed a cover letter when deciding to apply for the job so I managed to respect the rules and requirements and I got the job I wanted. The cover letter should be used to demonstrate the employer that you are matching the role you applied for and if there are some gaps I your CV you can write down on the letter how did you take advantage of the free time and what acquirements did you get, even if it s about learning a new language, attending a course or developing a new skill. In the cover letter you should put examples to show that you really have the skills mentioned in the CV and required from the employer. (Doyle 2020). I may say that in this course I managed to learn how to write a cover letter so it will serve as a tool of highlighting my skills.  
Time Management
Time- management or also called organizational skills are those which defines a person as a good structure creator in order to improve productivity and efficiency of its tasks. It is important while managing the time to prioritize the tasks in order to have a clear and on point plan for the daily, weekly or monthly goals. (Doyle, 2019).
 It is important to mention that having good time management and organizing skills keeps you motivated ad prevents inefficiency, so his is why employers are seeking this skill because they do not only want you to have prioritized your tasks and organized but also to bring a positive outcome for the company. There are internal organizational skills which refers to that employers which have acquired this skill have scheduled everything they should do on a daily basis but also a very clean desk and they seem to be calm because already they set up which is their next move. The external organizational skills are about splitting the workload while working in teams or alone in smaller tasks in order to be more effective and easier to accomplish, which represents the employer’s favorite time-manager employees. (Doyle, 2019).
 From this task I learned from the class the importance of prioritizing my tasks in order to be more effective. Furthermore, I realized that is very important to manage my time between the urgent tasks such as school, job, meetings and so on. 
Analytical and Critical Thinking
The analytical and critical thinking refers to a person who is skilled to take all the information into account, to analyze and then make a decision without involving emotions, so being objective and thinking for the advantage of the project or company. (Doyle, 2020)
While analyzing and using the critical thinking I am trying always to organize the information in two columns, the most important aspects and the less important aspects. Employers consider that an applicant with analytical and critical thinking skills is very valuable because they need people who are able to analyze things and situations in order to take decisions independently which is a major advantage for the company, so they do not need permanent confirmation of their decision. (Doyle, 2020)
 As an outcome from the subject discussed in class I may say that this course helped me to figure out how to solve the problems in class and also how to understand them at study cases.  


Referencing
Proofing the used sources while writing an academic essay, dissertation, project or report with the help of in-text citations and references at the end of them is the basic definition of referencing. All the objects used in an academic writing must be cited and referenced such as images, quotations, paragraphs, graphs so on and so forth. (HKUST, n.d.)
The main purpose of referencing is avoiding Plagiarism which means that you did not paraphrased or quoted someone’s work but you just clicked on the ‘copy’ tab and then just pasted over so this means that you steal the author’s work. Universities have sanctions for plagiarism, for example in my University if we do not have a lower rate of 20% of plagiarism, we will fail the exam and we need to retake it. In order to show that you lave knowledge about the subject you wrote about and you did the proper research about the subject we must always reference. There is no academic writing with has not references at the end and in-text citations because someone who has the necessary preparation know how important referencing is. The main advantage of referencing is that the reader is able to search the books, articles or other materials used and convince about the fact that the sources are credible and related to the subject. The in-text citation are including inside the text, after writing something from a specific related source while it is doubled in the ending in the referencing list. The in-text citation includes the Name of the author and the year of publication while the reference include the name of the author, the initial of the surname, the year of publication, the Title of the work, book, article, videoclip, pages, volume or issue, place of publication and the day of accessing the document. (HKUST, n.d.) 
There are different kinds of referencing style, for example in our University the Harvard Reference Style is the only one our professors require at the end of our assessments, dissertation or presentation. The documentary notes referencing styles are Oxford and MHRA and they are placed and the footnote or endnote of the academic writing while the author-date styles require the name of the author and the year of publication in paranthesses and they are Harvard, APA and MLA. The less used referencing style is the IEEE numbered reference style. (Lund, 2014)
I can mention that in the course about referencing helped me to recognize my ideas and information so all of these are avoiding plagiarism and give the reader the chance to verify the affirmations written in the assessment. 
Conclusion
In conclusion every student needs to be aware of the fact that everything that the professors are explaining or teaching in class will be valuable for them in the future because the University is preparing us for the labor market which can be very though most of the time. Having good Academic and Employability skills help us into getting the job we want and after that to build a career by getting promoted and climbing on the ladder of success. Being a good time organizer is not just valuable for the employer but I think this is how you can become a really successful person not just at work but in private life also because being able to manage the time between everything is such a big deal. All this to happen I mentioned the importance of the analytical and critical thinking skills which are blending with time managing skills in order to be able to make the right decisions in life or at the workplace. Before to get a job, I am strongly convinced that having good referencing skills at University will make you a good professional and this is important while writing a CV or a cover letter for the dream job. 
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