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[bookmark: _Toc70330294]Introduction
Employability skills are required to be possessed by individual graduates to achieve success in the future professional path integrating wide range of skills, knowledge and potentials. Through this module I have developed different competencies and learning to grow my personal skills and gather sufficient knowledge and understanding of the required potentials of a successful professional. Availability of effective time management, CV writing and academic writing skills have been essential for accomplishment of success in the academic and employment sector by an individual (Phamand Soltani, 2021). Through this report I have highlighted different aspects and significance of these skills formulating specific action plans to develop those in near future.
[bookmark: _Toc70330295]Time Management
[bookmark: _Toc70330296]Description
Time management skills are termed as the ways of planning of the activities and tasks in priority taking into consideration complete control over the scheduling of those actions. Time management skills are required to be developed by individuals in order to carry out their roles and responsibilities effectively and efficiently keeping complete alignment with the stipulated timeframe working under pressure of targets (Álvarez-Mayoet al., 2017). Through this module, I have learnt different aspects of time management skills to be grown to enhance my employability and complete my tasks without any failure. Effective time management techniques provide an individual with ample time as a resource to maintain a quality work-life balance and obtain spare time for personal refreshment and relaxation resulting into reduction of stress level. Time management skills also impact upon reducing the level of anxiety, uncertainty and pressure related to the tasks that are required to be achieved within a timeline (Hooleyand Grant, 2017).
[bookmark: _Toc70330297]Feeling
I have understood the significance of time management skills to enhance my academic and employability skills as it would help me in completing my tasks and assignments without any fail within the stipulated time schedule. Due to integration of effective time management skills in my nature, I will not be required to carry out any last moment rush resulting into increase of stress and probability of erroneous outcomes. I have realised that I possess adequate time management skills to perform all my tasks and responsibilities keeping complete focus on the time schedule. I have always focused upon segmenting my tasks into different parts as per their priority and arrange the appropriate resources well I advance of initiation of those tasks. It has helped me to avoid any type of last moment rush that would result into mismanagement and generationof negative outcomes of my activities. 
[bookmark: _Toc70330298]Analysis
I have analysed that time management skills would have been beneficial in timely attainment of objectives of all the tasks associated to the personal and professional aspects of individuals. In the present era of high competition, to become successful people are required to be multitasking to carry out different tasks at a time (Bridgstock and Tippett, 2019). To attain this effective time management skills have been necessary criteria to be possessed by them. Time management skills will be significant for me to accomplish all my task related to academic curriculum keeping alignment with the timeline. I will be required to identify the resources for effective accomplishment of my task objectives, allocate them optimally and utilise as per their priority to achieve my professional goals. Allocation and identification of the appropriate resources have been an integral part of the time management skills to manage and control the activities in efficient and appropriate manner (Pham and Soltani, 2021).
[bookmark: _Toc70330299]Conclusion
Time management skills have been essential for the individuals in the academic and professional context for successful accomplishment of all the tasks that they are supposed to carry out in the multitasking context. In the highly competitive scenario and uncertain economic condition in the marketplace, attainment of effective time management skills has been an essential criterion for enhancement of the employability skills of the individuals to enable them performing multiple tasks at a time taking into consideration time as the key resource.
[bookmark: _Toc70330300]Action plan
I have developed specific action plans for the development of my time management skills further by enhancing my analytical skills and search skills to locate the most appropriate resources required for the accomplishment of my academic and professional tasks and segment them as per the priority of the stipulated timeframe. Effective management of time will provide me a better work-life balance by allocation and use of the resources properly and complete my tasks in appropriate manner well before the deadline. I will focus upon developing my multitasking capabilities to be capable of handling more than one task at a time and manage my activities properly.
[bookmark: _Toc70330301]CV Writing
[bookmark: _Toc70330302]Description
Curriculum Vitae (CV) writing has been an essential skill to be obtained by the individuals for their growth in the career prospects. CV refers to a brief summary highlighting upon the academic, professional and personal achievements of an individual reflecting on the individual demographic factors and contact information (Hooley and Grant, 2017). CV highlights the professionalism of an individual where he/she is required to showcase personal and professional accomplishments through a well formatted and structured manner highlighting on the key aspects of their achievements (Bridgstockand Tippett, 2019). CVs also highlight the writing skills of the individuals through the appropriate and correct use of grammar, language and punctuations. In the present era of competitiveness, well structured and presented CVs are the primary criteria for selecting the right candidates for the destined job positions considered by the Human resource functions of the organisations. Employers search for the most suitable candidates for their companies on the basis of information accumulated form the CVs of the individuals highlighting their skills, experience and knowledge aspects (Trought, 2017). 
[bookmark: _Toc70330303]Feeling	
I have learnt that CV writing is an essential criterion and the initial step to enhance my academic and professional skills. During the course of the module, I have developed effective CV writing skills and formulated my CV updating my skills, knowledge and experience level in the academic and professional aspects. I have realized that my CV will be highly impactful in showcasing my employability to the future employers through the depiction of my career objectives and personal competencies in both academic and technical contexts.
[bookmark: _Toc70330304]
Analysis 
With the appropriate application of punctuations, grammatical sentences and following techniques, I have been able to enhance this skill. Well structured CV has been prepared by me following processes of extensive writing practices and collecting feedbacks from supervisors about my writing patterns. In such process, I have been able to learn about the techniques required for presenting personal information and also improved my ways of writing. I have been challenging to practice this writing style and become proficient in that. 
[bookmark: _Toc70330305]Conclusion
The phases followed for enhancing CV writing was quite challenging as I was not proficient enough to express my viewpoints for sharing any information. For maintaining clarity in CV writing, I have focused on aspects such as construction of sentences and avoiding usage of long sentences. Short as well as concise sentence formats helped me to present my CV writing appropriately. My notion of presenting informative CV helped me to improve my writing patterns (Cottrell, 2019). 
[bookmark: _Toc70330306]Action plan 
Based on the action plan which I have prepared, I will enhance this skill for presenting personal information in an appropriate way. In a time phase of 4 months, I will practice different writing styles for CV. Extensive guidance of facilitators along with supervisors in classes will be helpful. I will also take assistance of some online mediums, mostly videos, for improving my writing patterns. 
[bookmark: _Toc70330307]Academic Writing
[bookmark: _Toc70330308]Description
Academic writing, as have been identified by me, has become a crucial part of academic career for every student. It creates the value of critically analyzing any vital aspect. By enhancing the processes of academic writing, an individual student usually get then scope of sharing some kind of complex ideas, opinions as well as thoughts. For communication purpose, this kind of writing has been enhanced by me in my academic career (Bailey, 2017). After enrolling in the University for completing my higher studies, I got the scope of analyzing the areas in which I am weak as we had to participate in different kinds of activities for enhancing skills. By exploring the areas in which I am strong and the areas which required further improvements, I had identified that my ability of conveying ideas using particular style and technique is quite weak. Although, I analyze every aspect for building my own form of understanding, however, I fail to write it in appropriate format while communicating with any other individual. Guidance from my lecturers and peers was quite beneficial in enhancing this ability. For instance, I had learnt about the importance of academic writing as an important skill. The first thing that I learnt about developing this ability is that it helps in sharpening level of creativity and imagination. By practicing different writing styles, I have been able to produce ideas, reflect and juxtapose them for demonstrating any particular aspect. My knowledge base in my subjects also improved through practicing of different writing styles. 
[bookmark: _Toc70330309]Feeling
My feelings associated with enhancing this skill was identified by me after taking admission for my higher studies in the University. As I failed to write following appropriate techniques and styles, I have failed to utilize my creative ideas and thoughts for sharing any information. I used to become nervous by analyzing the fact that my classmates are responding in a better way by following appropriate techniques for writing. Guidance from my professors and peers within classes was beneficial in enhancing the ability of academic writing (Zemach and Rumisek, 2016). For instance, my peers guided me to follow appropriate techniques for producing creative ideas, juxtaposing them and improving writing patterns. My positive attitude and behavior in the process of enhancing this ability of academic writing was beneficial in widening my knowledge base. Also, it led to academic success and I was quite confident in the ways I was improving techniques of academic writing. 
[bookmark: _Toc70330310]Analysis 
Within the processes that was followed by me for enhancing ability of academic writing, I have identified that I lacked proficiency of presenting ideas and reflecting on them. This led me to face challenges in terms of communicating with others for sharing any vital information associated with academic courses. Providing appropriate academic contents in writing has been one of the vital aspects that helped me to improve this ability. By focusing on writing formats that led in presenting inappropriate sentences, messages and information as a whole, I have been assisted to improve my writing techniques. Gradually, I was able to improve my techniques of academic writing through extensive practice (Easy Reader News, 2021). 
[bookmark: _Toc70330311]Conclusion
The entire process from identifying my weakness and enhancing ability of improving different techniques of academic writing has been quite challenging. Extensive writing practice by focusing on the patterns that I was unable to improve, I have been to improve strategies of academic writing. Following the process of enhancing academic writing ability, I have been able to develop my ability of thinking critically (Wallace and Wray, 2021).
[bookmark: _Toc70330312]Action Plan 
As I have already discussed, my ability of enhancing academic writing styles was improved through extensive practice of writing. On a regular basis, my peers used to guide me for improving this area. Feedbacks provided by professors and supervisors helped me to become confident in such processes (Williams et al.,2020). I have also decided to utilize online mediums for attending tutorials regarding improvement of techniques for academic writing. Within 3 months time period, I have planned to enhance such ability. 
[bookmark: _Toc70330313]Conclusion
Through this report, I have been able to discuss about the processes that I followed for enhancing some academic and employability skills. By exploring the areas in which I am weak and strong, I have been able to progress in my academic career systematically. Using Gibb’s reflective cycle, I have provided description of each of the aspects that led me to enhance certain skills such as academic writing, time management and CV writing. Besides this, I have discussed about my feelings and provided detailed analysis about each of the skills and knowledge areas that I have been able to develop in my academic career. Based on the aspects that I lagged, I have prepared action plan for each of the skills and discussed about the techniques that I have followed for improving them. 
[bookmark: _Toc70330314]
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