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[bookmark: _Toc28593455]Introduction
A reflective report is a piece of writing which offers an analytical and retrospective view of the works one has done. In a reflective report, the memories and the incidents are analysed from a personal point of view (Welton, 2013). This assignment will cover a wide range of discussion on the assignment on academic and employability skills. This report will cover the challenges I faced, things I learnt, what went wrong, and what I would do in future in the same situations.


[bookmark: _Toc28593456]Challenges I faced when doing the report
Writing a formal report for academic assignment is not always easy since there are some formats and guidelines which are to be followed. Aligning to the standard of the university and the guidelines is a challenge for anyone. Moreover, if the report is based on one's own skill set and the weaknesses, it becomes even more difficult. I faced several challenges while working on that report. Some of those challenges are described as follows:
1. I faced the first challenge when I gad to distinguish between soft and hard skills. In the definition skills, I had to define the understanding of soft and hard skills. Because the differences between hard and soft skills are so delicate and critical that often it becomes difficult for someone. Then I figured out the differences with the help of some relevant literature.
2. In the analysis of professional skills, I faced some challenges. Because all the skills in that section are soft or transferable skills. One basic problem with these problems is people can not specifically evaluate the level of these skills people currently possess. I faced the problem when analysing my level of skills in leadership and management, problem-solving and decision-making, communication, time management, and personal mastery. All I could do was assuming my level skills which were rather vague.
3. In the strengths, weaknesses, opportunities, and threats(SWOT) analysis, I had to distinguish among the internal and external factors which would be included here. Some of the factors are confusing and some have properties in both internal and external domain of myself. Besides, selecting only the significant ones is another challenge.
4. Making a personal development plan was the most challenging task for me. Because I had to make an action plan associated with a feasible time frame. Also, I had to plan on different skills and estimate a time range for those skills. All the listed skills are sophisticated ones. Time these skills take from someone is not a specific one. The approach to master these skills is not a proven one. Also, time and approaches vary based on the person who is interested in learning those. So, the existing literature of this field does not help much. Rather those can be used as guidelines.
5. Finding relevant articles for laying a theoretical base of the report was challenging for me. I had to invest a handsome amount of time to find articles which are highly relevant. Besides, most of those were not accessible.
6. The documentation of the report was the lest challenging among these tasks. Yet it presented some challenges. When I started documentation, I thought two thousand words is a big number. So I did not plan much about the word limit. Upon completion of that report, I noticed that my report exceeded 2200 words. So, I had to remove some descriptive portions of the report and rewrite those in a short form.
[bookmark: _Toc28593457]Things went wrong
When I was working on that report some decisions went wrong for me. Though I managed to fix all of those problems. Still, those problems made more progress in my learning later on. Some of the things which went during the report are as follows:
1. In the paragraph where I defined skill and distinguished between soft and hard skills, I took help from published literature. I was not aware of paraphrasing. So, I took some portions of that literature directly into my report. Also, the paraphrasing did not work well for me. Then I checked for plagiarism in the report before submitting it. It pointed out those portions of my writing as plagiarism. It was lucky of me that I checked the report before submission. Otherwise, I would be in trouble.
2. I exceeded the word limit by more than 15% the first time. Because I did not plan strictly about all the paragraphs and the words I want to put in each of those. For this mistake, I had to rewrite a large portion of the overall report. This made me spend more time on the report than I thought and planned.
3. I included some of my strengths as opportunities and weaknesses as threats. I could not distinguish the internal factors from the external ones. That is what created this mistake.

[bookmark: _Toc28593458]Things I learnt during that time
I did not only made mistakes throughout the report. I learnt some important things too while working on this report. The things I learnt can be related to some skills. Those are as follows:
[bookmark: _Toc28593459]Presentation
The skill of presentation covers many things such as making the slides, understanding those slides and converting those into speech according to the allowed time. I knew the basics of presentation. But upon doing this report, I learnt some of the things that are to be avoided during a presentation. First thing is, the slides of the presentation should not be too verbose. Rather, those slides should include the core points of the presentation (Robles, 2012). Besides, during the presentation, one should not read out the script only. One has to try to interact with the audiences and make sure that the audiences are getting what is being delivered. I figured these out and planned to improve my skill.
[bookmark: _Toc28593460]CV
A CV works as a mirror for a job seeker. It carries even more important if that CV is made for a fresher. The skills and strengths have to be well-reflected in it. I learnt that the CV has to be tailored according to a job description before submitting one. The CV should look formal and avoid any type of irrelevant information. The most relevant information should be included (Mitchell, 2010). The listings should follow a LIFO(last in first out) approach so that the employer can easily understand where the job seeker is standing currently.
[bookmark: _Toc28593461]Leadership
The first thing a leader should know is the deficiencies of the leader himself/herself and the weaknesses of the team. Then the leader has to make the plans and lead the team with those weaknesses and deficiencies in consideration (Nickson, 2012). Throughout the report, I critically analysed different aspects of my leadership skill. This allowed me to understand the shortcomings. I made an action plan to overcome those shortcomings in the future. In a skill audit, understanding the shortcomings is more important than having strengths. Because it allows one to figure a way out to overcome those.

[bookmark: _Toc28593462]Cover Letter Writing
I had nearly zero knowledge about writing a cover letter. But I learnt some important learnings regarding writing a cover letter doing this report. I would not have figured out my deficiency of knowledge regarding a cover letter unless I conducted the skill audit (Ryan, 2011). In a cover letter, I have to tell the company about the skills I have, my objectives, and the responsibilities I am ready for in brief and with clarity. 
[bookmark: _Toc28593463]Communication skill
Reviewing some published articles regarding academic and employability skills, I understood the significance of communication skill in the professional world. I also developed some understanding regarding the aspects of verbal and written communication (Kellonen, 2013). This let me learn my weaknesses too. I put this in my personal development action plan.
[bookmark: _Toc28593464]Critical thinking
Critical thinking is a way of evaluating thought from different perspectives. I did not know about the importance of this until I read some articles regarding soft skills. Those articles enlightened me about the importance of critical thinking and the different aspects of it (Balcar, 2014). I searched for more information about this and kept this in my personal development plan.
[bookmark: _Toc28593465]Things I would do differently in future
Throughout this article, I faced many challenges and many things went wrong for me. I had to adjust many things before submitting the report. So, taking the learnings, I would do many things in future differently which would reduce the rate of mistakes and the challenges would be easier as well for me. The things I would do differently in future are as follows:
1. Making a draft: I would make a draft of the whole work before starting the actual report. In that draft, I would make a plan for the contents I would list the literature would review, the contents I would include in the report, number of words for every section of the report, and the tables and diagrams which are to be included in the report. This would make the whole task easier and I would be able to estimate time of completion. This would reduce the probability of writing too many words and breaching the word limit.
2. Searching relevant articles: I would use the most relevant keywords to search for articles which are the most relevant to my report. This would reduce the hassle of searching published literature which is relevant. Also, in websites such as Google Scholar, I can get some accessible articles if I do not find them in the University library.
3. Paraphrasing correctly: I will learn to paraphrase correctly and ethically. I would not make the mistake of using similar words to clarify a concept in my writing. Paraphrasing is ethical and it can be done with proper citation and reference. Paraphrasing is also important in academic writings where different published literature has to be incorporated.
4. Breaking down the plan: The personal development plan has to be made in a broken-down form. This would increase the touch of viability in that plan. Otherwise, I would make a plan which would be good and attractive to look at. But that will be over-ambitious in nature. Also, if I make the plans in small versions and for a shorter period of time, the chance of achieving those objectives.
5. Sorting the SWOT: I experienced problems regarding distinguishing the positive and negative aspects from an external and internal point of view. I would not make the mistake of considering the weaknesses as threats or the strengths as opportunities. Because I have developed an understanding regarding these.


[bookmark: _Toc28593466]Conclusion
No matter how many times one has done a particular job, there are always spaces for improvement. I firmly believe this. I have faced problems and challenges while doing this report. I also resolved all of those problems. Without facing those, I would not know the way to solve those problems. I will try to reflect my learnings of this report in all the future reports I would work on.
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