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In this advancing era, individuals are required to be more efficient and competent which requires them to gain understanding in different aspects of life in order to make a career. In this report the academic and employability skills are discussed and how these skills can be furnished and enhanced in order to perform better in my career and business life. This report also shows the problems that I have faced and experienced in my career and business life. It is a reflective report in which I have identified the skills that are necessary for me to enhance and how can I manage the skill gaps. It is also discussed in this report how the Curriculum vitae (CV) should be made attractive enough to have the attention of the employer and what makes an interview successful. 
This report also highlights about the key points that must be kept in mind while delivering a presentation and how a successful and effective presentation can be life changing for some people and can motivate lives of people. The presentations by Simon Sinek are used in this report to deliver the idea that how presentations can be effective upon people’s lives. Simon Sinek is a motivational speaker and inspire people by delivering lectures about managing business by effective leadership and has wrote about four books that has been inspiration to a thousands of lives, motivating them to lead their businesses in an effective manner.
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[bookmark: _GoBack]Academic skills are required to be focused by those individuals who look for better jobs in their lives. In the workplace, it is important for me to maintain high job performance for which I am required to furnish my academic skills. As the basic skills, I am willing to listen and have ability to listen to the instructions and guidelines as well as the ability to read. The recognition and memorizing are basic aspects of the job and is also an important factor that I try best to focus upon. Skill gaps are those gaps between the skills that are required by the employers in the organization compared to those skills which are possessed by the employees when they join the organization (Wolff et al., 2014). It is the responsibility as well as the challenge for the employers to manage the skills gap in order to enhance productivity and manage the business processes in an effective manner (Jackson, 2014).
In context of my skills, I lack academic skills which are required to be focused by me and I have observed that I require these basic skills to carry out the primary operations in the business. Following are the skills that I have learned and how they influenced me. These skills include: CV writing, Presentation and public/motivational speaking, CIA i.e. continuous improvement assignment, leadership skills and trust and relationship building. By learning how to write a CV I realized that CV has strong impact upon the employer which helped me improve my CV and to make it more specific and interesting. Before learning how to write effective CV I was unable to make my CV more specific and made it quite detailed. So, after enhancing that skill I was able to write my CV more carefully and made it more interesting. I managed to cover the skill gap for this skill so that I am capable of giving the kind of resume that the organization expects to see. By learning how to present in public and motivate people by speaking power I was capable of having an impact upon people by my words. Before learning that skill I was unable to have much impact upon people by speaking but after reading and learning about influencing people as inspired by Simon Sinek I was capable of delivering my message to people and making them hear me as well as motivate them. My presentations skills still have a skill gap which I am trying to cover as my presentation is not on the level which is required by most of the organizations.
As for the CIA, it made me more focused towards my life’s goals, it helped me reflect upon my own actions, be efficient and effective as well as evolve. I used to procrastinate my tasks and now I tend to do my tasks more carefully and on time. For this skill, I am trying to reduce the skill gap as well because I still have a lot to learn. Leadership skills were those skills which made me a different person and helped me discover my leadership abilities which are quite effective as before I was not much influential but leadership taught me how to work with people, I developed this skill by getting inspired from the great leaders and the skills that were used by them. I managed to cover the skill gap in the leadership skills as I am trying my best to enhance these skills to the level which is required by the organization. Furthermore, the trust and relationship building skills helped me to trust those who surround me and most importantly trust my actions as well as the actions of my group members. Before learning these skills, I was not much interactive with the people but when I learned how trusting people can help in being effective I focused upon this skill more and I am still trying to enhance these skills. The skill gap for this skill is hard to cover up as I am striving to enhance these skills but I am having a hard time to develop these skills as to enhance trust it is important to learn more about people.
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There is such a thing called skill gap which is basically the gap between what the employers require and what the employees are capable of doing. The maintenance of this skill gap is the main challenge of the leaders of the organization. As it is difficult to find those employees who are already trained and ready to do the job, the human resource managers are quite concerned and thus manage to arrange such training programs which can help those individuals furnish their skills who are flexible towards learning (Wolff et al., 2014).
The skills that I observed were required to enhance my capabilities as an employee and in my career included the basic skills as well as the advanced employability skills. Employability skills are those skills which are necessary for the individuals to get appointed in a job, keeping that job and performing those activities assigned to him in the workplace. These skills primarily help an employee to get through their job routines, get along with the workers and make such decisions which are righteous and beneficial. Employability skills maybe divided into specific set of skills basically known as:
· Basic skills i.e. the academic skills
· Thinking skills i.e. the critical thinking and decision making
· Personal qualities i.e. the character and interpersonal skills
The basic academic skills may include the reading, writing, basic knowledge of mathematics and science, listening and oral communication (Cassidy, 2006)
Thinking or high order thinking skills include the capability of a person to think out of the box and introduce innovation. Critical thinking and decision making is also involved in the thinking skills while learning, creativity, problem solving skills and capability of reasoning is also the skills required by an individual if they require to deliver high performance in the organization.
Team working, Interpersonal skills, Responsibility, Trust, Ethical consideration, Cultural respect, Collaboration in workplace, Flexibility towards learning and training and development as well as adaptability are the personal qualities required in a workplace (Collet et al., 2015). 
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Following are the points which must be considered by me in my resume before sending it to the company:
· I’ll make my CV professional as much as possible such as, add my current email ID which must have my name in it and also add the contact number which is used by me
· The introductory line in the CV must have innovative content which can impress the employer at one instant and makes him curious so that I would be called for an interview
· It is important to mention the main strengths in the CV, which shows the field that I am interested in working in as well as the areas which are of interest by me
· Mentioning the experiences of previous jobs is important because the employers are always interested in acknowledging about the past experiences
· The educational qualifications are also important to be mentioned in the CV which clearly shows the creditable qualifications that are achieved by me
In order to prepare for the interview, I must have information about the organization that I am applying for. I must compare their qualifications and skills to the job offers and also prepare the response of the questions that may be asked.
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The CIA or Continuous improvement assignment is also referred as a process of continual improvement and is basically such a method by which opportunities can be recognized so that work can be performed more efficiently and waste can be reduced (Medinilla, 2014). It is also known as such a process which aids in the enhancement of the processes, products and services.
This framework is recognized by me for management purposes such as project management, quality management, program management as well as processes related to business management so that I can utilize it in real life. Edwards Deming is known as the pioneer of continual improvement process who cleared that it is not obligatory that is must only be utilized by the management but also important to be acknowledged by the employees individually. 
In order to enhance the leadership skills, this framework can be utilized by the leader. Following are the aspects which can help a manager to lead an organization in an efficient way by the utilization of the continual improvement process:
· Efficiency: to enhance the quality and reduce the effort and energy, identification and reduction of man force and introducing new ideas which can bring innovation as well as efficiency (Jackson, 2015)
· Evolution: By taking small steps in order to increase the productivity and manage the business processes rather than taking big steps as it can cause disruption in the whole business process
· Feedback: Feedback is important to be implemented on a large scale in an organization because it can help in self-evaluation (Lowden et al., 2011)
· Improvement: small changes made by small steps taken by the leader after analyzing and researching
[bookmark: _Toc510992688][bookmark: _Toc512727214]MOTIVATIONAL SPEAKING

Motivational speaking is also such a skill possessed by only a handful of people. The main challenge that is faced by the employers in their workplaces is that they sometimes fail to motivate their employees to perform their jobs as required. Motivation and inspiration are those two aspects which must not be overlooked by the management and leaders when it comes to achieve extra ordinary goals which are to be achieved by extraordinary measures.
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Simon Sinek is a motivational speaker whose words and speaking skills are quite life altering in the personal and professional lives of the people. Simon Sinek mostly talks about leadership and addresses the issues related to leadership. He tends to inspire people to work together and achieve bigger and better goals. He also talks about how great leaders are made, how skills can be furnished as well as how great leaders inspire lives.
Susan Cain who is another motivational speaker supports the introverts and qualities of the introverts and supports those who are quiet and does not think that every person must be bold and they also may have capability of leadership which I disagree and agree upon the point made my Simon Sinek who believes that by spending too much time upon the strengths of others makes us feel weak whereas focusing upon the strengths makes us strong and makes people good leaders. So, I think that it is important to first discover our own self before discovering others
What inspires me most about Simon Sinek is that this speaker turns the workplace into a home where all the people are related to each other the leader is the parent of all while the employees are the children. Here the leader shows care and interacts with the employees which changes my perspective about leadership and workplace.
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In conclusion, both the academic skills as well as employability skills are important for me to possess so that they can make good careers and may become entrepreneurs. The academic skills and employability skills are interconnected, as it is important for an employee to have basic academic skills in order to join the company. Interpersonal skills are also the most important employability skills which must be focused by the individuals. As much as these skills are important for the individuals, the attractive CV’s and interviews must also be focused and worked upon. 
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