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Along with academic and life skills, it is an importance to have Academic and employability skills currently to stand out and be successful against others in the job market. Being able to define certain skills at the appropriate time is essential to know as during the employment process, employers require applicants to go through to display various skills throughout the application process. This report will discuss several employability skills along with a connection to academic skills.
Practical Adult Insights. (2012).

Previously only academic education was enough for finding a job. To have a good education was a privilege and an educated person given priority to get a job first. But nowadays to get a proper job having only university degree is not enough. It is essential to have various skills and experience to be successful in desirable profession. It can also help you to balance your career and personal life.

In this report I plan to discuss in greater detail the importance of time-management, academic writing, CV, and cover letter writing skills which I have learnt in university and how they have contributed to my personal development.
[bookmark: _Toc101358677]
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One of the most crucial skills to develop, not only in our profession but also in our personal life, is time management. Because I lack the capacity to effectively coordinate my time due being is full time work, I frequently encounter in scenarios where I am unable to complete all the tasks that I have set for myself in my daily life. Time-management has become a new challenge for as I am now trying to balance university with my job. With that being said, I have realised I have to continuously develop my skill to better improve my time management.

The ability to manage our time may be beneficial in a variety of ways. Strengthening it can help us focus more and develop courage, which can lead to more fulfilment in completing tasks. This topic caught my attention, and I was motivated to modify my behaviours and enhance my work. The ability to manage our time may be beneficial in a variety of ways. Strengthening it can help us focus more and develop courage, which can lead to more fulfilment in completing tasks. This topic caught my attention, and I was motivated to modify my behaviours and enhance my work. After starting this course, I was pushed to balance my time between work, university, and time at home, as being a manager at my job required a lot of time to be present in managing the store. Whilst making sure I can attend classes a try my best to complete all tasks on time. As a result, it is critical that I prioritise and manage my time at work so that I can complete all my tasks on time and within working hours. As a result, I will have more time with family to focus on my studies. Now this leaves me with how I can find time to spend with my family. So, to be able to spend with my family I needed to ensure that I don’t take home any outstanding work from my job and make sure I try to complete all university tasks on time.

In my life, I do not have the ability to manage my time properly, so I find myself in situations in which I cannot cope with fulfilling every task that I have set in my daily life. Before I started this course at the University, I never paid attention about the importance of this topic. In the meantime, I was felt that there was so much to work on and improve on my personal development and skills.

Time-management is not only about using your time productively, but also prioritizing tasks, so that we can have time for everything and not feeling stressed about it. Time-management skill can benefit us in many ways. Improving it can increase our focus and build our confidence, which can result in higher levels. I really enjoyed this topic in class, and I felt inspired to change my habits and to increase my productivity. Now, I split my time between work and my studies. For this reason, it is vital to prioritize and plan appropriately my time at work, so will be able to finish all my duties in time, within working hours. So will have enough time at home to spend on my education and assignments set by the University. And that is why, it is very important to improve my time management skills.

During my research, I found an article from a time-management coach who explained what the benefits of time-management are and provided tips for improving time-management skills
LucemiConsulting (2020). 
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[bookmark: _Hlk101357287]Having the skill of being able to write in an academic manner is essential to be able to do all sorts of tasks high level or low. As academic writing style is formal and shows professionalism to the person intended to read. English is not my first language, but I have been able to develop my English speaking and writing skills to a great level as I have been living in the UK for now over 23 years. However, although I can speak, understand, and write English, I was not able to do write in an academic manner. This has now changed as I have enrolled in this University course which requires all students to write academically. It has not yet been a full year of this course, but I have been able to acquire a good standard of knowledge in how to write in an academic format. With the improvement of academic writing, I am also able to improve my speaking skills to fit a more academic style. Having the skill of academic writing is greatly beneficial for me as it helps me to stand out from those who do not have academic skills and have a greater chance of employability.
‌Davis, S. (2019). 
In this chapter I like to discuss some important point about academic writing.
Academic writing should be clear, formal, and active. It does not need to ne complex or use long sentence and obscure vocabulary.
First, when we start writing an essay, we should have clear idea what we want to write.
Academic writing should have a structure which is introduction, main body, and conclusion.
The introduction should have a clear explanation of subject and gives any necessary background information and context.
In the main body each point is presented, explored, and developed. These points must be set out in a logical order, to make it easier for the reader to follow and understand.
The conclusion brings together the main point and highlight the key message that we want the reader to understand. It also mansion any error or weakness in ideas presented. Also gives some recommendation which help to improve.
(Library, 2022)
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A curriculum vitae (CV) is a brief description of your core skills, achievements, and credentials. It is the first opportunity you'll get to present yourself to a hiring manager and demonstrate how you're a good fit. For every job opportunity, hiring managers may have many CVs to look over, it is therefore critical to build a CV that sticks out compared to others. When applying for a job, you will be required to provide a CV and, in most cases, a cover letter. A CV helps you to emphasise all your important academic and professional skills while also demonstrating to a recruiter that you are a good match for the position.

A cover letter is a professional letter that is submitted with a CV when applying to a job. A cover letter is tailored to match to the position you're going for, it's a vital chance for you to highlight the skills and knowledge that offer a position. Employers typically receive many covers letter from applicants, but a great cover letter that is targeted to the job is the best way to stand out.

At the start of this course, I did not realise the importance of writing a great CV and cover letter, and this is what many employers want right at the start of the application process and having a great CV and cover letter from the start creates a great first impression of you to the hiring manager.

CV and cover letter writing are very important in to succeed in our desirable profession. These are the very first impression we make when we apply for a job, and that is why, it is important to be able to write a CV and cover letter properly. We need to know how to write and structure CV to highlight our qualities and skills. This make it easy for the employer to understand why we will be the perfect match for their organization. Alongside CV, sometimes employers ask for a cover letter. Cover letters add context to your CV and give you the opportunity to explain why you think you are the best candidate for the position 
Prospects.ac.uk. (2021). 
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Academic Skills
· Academic skills are a set of learning practices, study tactics, and time management techniques that help pupils acquire and learn information in school, (Practical Adult Insights, 2012).
Employability Skills
· Employability Skills are the 'skills' that a person should have for being qualified for a job. 
· Employers commonly describe a variety of abilities which they expect from an individual e.g., Job adverts.
(Australian Government Department of Education, Skills, and Employment, 2016).

According to Prospects, there are several skills that are needed as a successful manager:
1. Time management Skill
2. Academic writing
3. CV and covering letter writing
4. Teamwork
5. Problem solving
6. Management and leadership
7. Decision making
8. Hospitality
9. Good organisational skills
10. Communication skills
(Prospects.ac.uk, 2021)
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Strengths 
1) Teamwork: Team briefing
2) Problem solving: Customer complaints
3) Management and leadership: Organising & leading the team
4) Decision making: Stock Ordering
5) Motivation: Encourage colleagues
6) Hospitality: Maintaining Safeguarding Standards

Weaknesses
1) Time management: Unable to complete all tasks
2) Academic writing: Unable to write in a formal standard
3) CV writing: Unable to write CV
4) Covering letter: Unable to write covering letter

As a manager, I already have many of the skill mentioned in previous page, but I do need to improve and gain some skills.

Opportunities
1) Improving Academic Skills Currently: Attending university
2) University Set Deadlines: Need to manage my time to meet deadline

Threats
1) Full time Work: Little time to balance academic studies
2) Tiredness from work and study: Can hinder productivity 
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In our academic journey we will develop and improve ourselves constantly. All these skills help us to be better version of ourselves and to achieve what we want. I think it is important to be honest with yourself and to work hard for your dreams. In this way, you will become the person you want to be.
Academic and employability skills needed for my intended career as a restaurant manager. I wrote report about time-management, academic writing and CV writing skills. These are key skills for my dream job, and I did a lot of research how to improve myself, to be a successful in the future. I find this reflective report much helpful.
To summarise, I have understood that there are numerous skills that are needed as the role of a business manager.
· Many of the skills needed I already have, but some skills I need to gain and improve, this was understood from the SWOT analysis

· I will need to adhere to this plan to achieve the goal I want and use this method to gain other skills as well.
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