





Executive Summary

The report has reflected on academic and employability skills. It explained the significance of academic and employability skills like time-management skills, transferable skills, cover letter writing skills, and CV writing skills. The report has examined that education and experience can increase the growth opportunities for students in the future. The major skills that students need to work well with other people are communication, time-management, or problem-solving, and conflict resolution. 
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This report explains the significance of employability and academic skills for the students. The report determines that time-management skills, transferable skills, cover letter writing skills, and CV writing skills must be possessed by an individual. This report applies the Gibbs model of reflection to reflect on academic and employability skills like time-management skills, transferable skills and CV writing skills.
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Academic and employability skills play integrated roles in shaping career and business. Globalization enhanced the free flow of talents across different geopolitical regions irrespective of their language, culture, and lifestyle differences. Hence, the competition of being employed would be harder from earlier days. In this context, in-depth focus on academic and employability skills would be essential for being a part of global talent and skilled workforce. Academic skills denote writing, presentation, communication, and time management skills, which help a student for being successful in the future. Further, employability skills, such as problem-solving and critical thinking skills, communication, and teamwork skills, are necessary for enhancing employment opportunities from different business communities (Hains-Wesson and Ji, 2020). Gibbs Reflective Model is applied to reflect on academic and employability skills like time-management skills, transferable skills, cover letter writing skills, and CV writing skills. This model consists of six stages that are description, feelings, evaluation, analysis, or conclusion and action plan (Ed.ac.UK, 2020). 
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This is the most important employability skill. Time management skills show the process of planning and organizing time to complete a specific task. With good Time management skills, I can work smarter and complete tasks on time. If I fail to manage my time then it may damage effectiveness and lead to stress (Sainz et al., 2019). By developing time management skills I can increase advancement opportunities, efficiency, and productivity. In college, I was assigned a report writing task that I need to complete within one hour. The topic was new so it took a lot of time in researching the correct content for the topic. I was not able to complete this task on time (Gašević et al., 2019). This task has reduced my grades in the assessment test because I was not able to complete the full report within time. When this task was given to me I feel frustrated because I was not aware much about the topic due to which I have to research the matter and then write. This challenging report task made me feels worried and reduced my confidence or motivation level that leads to the incompletion of the task. The thing that was good in this report writing task within one hour was that I have research good content but the thing that was not good was that due to lack of time I did not complete. the full task (Alias et al., 2019). This was reduced by grades in the assessment task. I think the major reason which I have not able to complete the task on time was that I did not allocate time for doing each topic and wasted a lot of time in researching suitable content. Through this task, I learned the significance of time management skills. With this task, I learned that time management skills can help me to complete work on time and also increase my motivation and confidence level. Through time management skills, I can enhance more opportunities in my career and can also recheck my work after completing to correct mistakes. If I will get such a task to be completed on time that I will prioritize my work, allocate time for each topic, and also set a timeline to re-evaluate my work. I will avoid all distractions and work on improving my time management skills (Sainz et al., 2019). 
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This is also a very important employability skill that shows the ability to work with different people and excel in all areas like school, professional, or social. By developing transferable skills I can highlight my potential to be an asset to the company. Transferable skills are the qualities that can be transferred by a person from one job role to another (Nägele and Stalder, 2017). The major transferable skills that employers want from employees are teamwork, communication, adaptability, technology literacy, or organization and leadership skills. In the university, I was given one presentation topic to be completed on time with other college students. I was the team leader of the group so I have to manage all team members. I have never been the team leader earlier but due to my communication and critical thinking, the teacher has made me a team leader (Olsen et al., 2019). All the members in the group were dynamic and have different working styles. Due to a lack of technology, teamwork, and leadership skills, my grades in the group task were reduced. I feel worried when the teacher made me a group leader and I got frustrated because all the team members were new to me. I faced a lot of difficulties in managing group members. I did not possess leadership, adaptability, and technological skills that hindered me in doing this task successfully. The thing that was good while doing this task was that I have communicated with each group member and divided work among them based on their skills and knowledge. But all the members in the group were not known to each other and they have different attitudes or behaviour that lead to conflict. I was not able to resolve conflicts among team members due to which our team got poor grades (Karnieli-Miller, 2020).  By developing the ability to maintain effective communication with friends, peers, and teammates in academic areas I can communicate freely with employees and clients in the workplace. Through this task, I analysed that it is essential to develop transferable skills like communication, teamwork, leadership, and adaptability (Mishra and Mishra, 2020). I was able to work in a team but due to conflict, I faced a lot of issues in managing group members. I learned that candidates should harness transferable skills within their academic years for getting a better position in the future business industry. With this task, I learned that I need to develop transferable skills like communication, teamwork, leadership, and adaptability so that I can work well with others. If in the future I will be given such a task to work with different people then I will show appreciation, honour commitments, listen actively, and do good judgment (Carniola-Miller, 2020). I learned that teamwork and problem-solving skills are essential for any candidate for being integrated within the multicultural and multidimensional workforce of various companies. Through this task, I learned that improving transferable skills like communication, teamwork, leadership, and adaptability enhances career opportunities. I will improve my leadership by being an active listener, resolving conflicts, and inspiring group members (Chen and Rybak, 2017). I will improve my teamwork skills by rewarding group members, considering everyone's views, and divided work based on the abilities and knowledge of group members. I will develop my transferable skills by speaking effectively, developing rapport with others, and providing feedback. 
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This is the skill that is used by an individual for highlighting professional history in a detailed document to apply for a job role. With these CV writing skills, I can highlight all the important information like experience, knowledge, interest, awards, grants, education, and skills. It is important to make the CV based on the job role that students are applying for. Key skills like hard, adaptive, and job-related skills must be included in the CV (Shubhda, 2020).In college, a CV writing task was given to me. I have never written a CV earlier due to which I faced great difficulty in writing a CV. This was the first time in college when I have to prepare my CV highlighting the experience, knowledge, and skills that I have. I do not possess good CV writing skills due to which I was not able to structure my CV properly and also forgot to include some details (Jackson and Robbins, 2019). This was a new task for me that made me feel worried. I wasted a lot of time searching for the correct format for the CV. I took help from my parents and teachers who helped in completing my CV. The thing that was good in this CV writing task was that I have written crucial information related to me my achievement, education, personal information, and skills. But due to incorrect CV structure, my marks got reduced and the teacher told me to rework it again (Craven, 2016). Through this task, I learned that one must write a CV specific to the job role summarizing all the achievements, skills, education, and professional history. With this task, I got to know that a CV should be made in an impressive format to catch the attention of the reader. With this task, I go to know that by improving CV writing skills I can catch the attention of the interviewer and enhance employment opportunities. I will improve CV writing skills by searching for the appropriate format and including all the skills, personal information, education, experience, hobbies, interest, and achievements (Gaitan, 2017). I will also keep my resume concise including all the important details. 
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This is the most important academic skills that help people to provide additional background information related to the job profile. A poor cover letter written by the candidate may have a negative impact on the interviewer. The cover letter always provides additional information related to knowledge and skills and complements the resume. This cover letter must be different from the resume and include a greeting, subject line, or main content and sign off (Ryder, 2018). A cover letter just serves as the introduction of candidates.  In the cover letter, information like introducing yourself, mention the job you are applying or looking for is written, showing that skills or knowledge match the job requirements, and encouraging the interviewer to read the resume. In college teacher told me to prepare a cover letter. Earlier I have never written a cover letter so I was not able to structure it properly. I also do not know what to include in the cover letter. I committed several mistakes in writing a cover letter. I feel worried when this Cover letter writing task was given to me. I was not able to make the cover letter impressive that loses the reader’s attention to read my resume. The thing that was good in this task was that I have presented it in clean format but the thing that was not good in this task was that I have not written additional background information related to the job profile (Tomaskaand Nosek, 2018). This task has provided me valuable experience and I learned a lot about cover letter writing. I learned with this task that in a cover letter, students need to highlight their additional information or interest related to the job position. Through this task, I got to know to enhance employment opportunities I need to develop my cover letter writing skills highlighting additional information or interest related to the job position (Ryder, 2018). Through this task, I learned that in a cover letter information like personal information, long paragraphs, wrong company name, and negative comments related to a previous job are not included. I will improve my cover letter writing skills by including the information related to the job profile and the skills that I have related to the job role. I will also structure the cover letter in a clean and clear format so that interviewer can read it (Brandt and Herzberg, 2020). I will keep adding information related to knowledge and skills that I have related to the job position on a single page and match it to my resume making it very simple to read. 
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Thus this task helped me in understanding different dimensions of skill development for sustaining in this competitive world. The report has applied the Gibbs model of reflection to reflect on academic and employability skills like time-management skills, transferable skills, cover letter writing skills, and CV writing skills. I realized that employability skills are some extended parts of academic skills, which we already have within us. However, in this case, I need to polish those skills to become successful in the future.
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