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[bookmark: _Toc522889378]Introduction
In every job situation and academic degrees, a person needs to have certain skill and abilities. These skills and abilities can help a person to develop a better career both in academic and employability life.  I have gathered a list of skills which can help myself in both academic and jib life. Here, I also conducted a skill gap analysis. I had found some gaps and also developed a plan to improve in that area.

[bookmark: _Toc522889379]Brief about the job role
Throughout the years, I have gathered various experience from real life work. Most of these experiences are part-time works. But, they actually gave me a good idea of the workplace. For instance, while working at McDonald's I had the opportunity to work with the management team. I observed that it requires a set of skills and abilities to operate an office. In my other employment at retail shops, I have learned that every person needs to possess various skills and abilities. However, different friend of mine and classmates have suggested that they also gathered understandingof employment skills and abilities. For instance, one of my friends, while working at Fashion chain, has found that every staff goes through various training program for skill development.
AsI’m at the tertiary stage of my formal education, I have found that developing skills within the academic life could be helpful in job life. One of my senior, who recently joined a prominent IT company after finishing his education. His opinion and experience could be very useful. 
One thingneed to be clear that I am considering myself as a person who will be seeking job in a relevant job sector. From that perspective, I need to prepare myself as an effective part of the organisation. From the employer’s perspective, developing skills is also necessary. While studying in the college, I have learned that employers seek various skills among the applicant. Usually, the best candidate with an attractive skillset is selected as the most qualified person.  This necessity urges me to focus on employability skills. 
[bookmark: _Toc522889380]An analysis of relevant employability skills
A variety and types of employability skills are important in workplace. These skills and abilities are mentioned by scholars of different respect. However, I also found various skills and abilities are useful in workplace. These are mainly recommended by my friends and colleagues. In the following section, these skills and abilities are discussed.
Team working skills
According to Cottrell (2015), teamwork skill is another skill which I would require in the workplace. Teamwork is about doing a work together with others. A collective effort can generate more result for the organisation.Within these teams, people of different background work together to perform the organisational goals and objectives. 
As I have considered joining a work position in a major food chain, I think I will need to work with the customer service side. Usually, multiple people are assigned to handle the customer service and they are skilled at teamwork situation. 
From an employee’s perspective, they appoint multiple people where the task is overwhelming for one person. In such situation, they appoint multiple people (Morgan, 2017). For instance, a sales team consist of numerous people who work on achieving periodical sales targets. 
Verbal communication skills
According to Maund et al (2017), communication skills refers to a person's competency on how to communicate with others. There are different communication skills are available. For instance, verbal communication skill such as directing others, giving orders, describing the situation, giving speech etc. are very useful in workplace. While working as a part the employee at McDonald's, I had noticed that my supervisor possessed an excellent verbal communication skill. He made regular speech in meetings and made them totally understandable to every one of us.
In fact, the formalities in normal conversation have become important. This is a strong aspect of the verbal communication skill. Cottrell (2015) mentioned that people often forget minimum formalities in conversation with colleagues and superiors. This may cause a bad impression among the peers about myself. 
There are some other verbal communication strategies which are also essential in employment. For instance, listening skill, motivating and supporting others may also help in job. I have hope that in future, I will be working as a top-level manager of multinational companies. For that, I need to consider these skills and abilities for a better career (Morgan, 2017).
Nonverbal communication skills
In communication skills, non-verbal communication is also important as verbal communication. As I would be doing various activities in my future workplace, I would need to develop in non-verbal communication. In most of the cases, nonverbal communication skills such as eye-contact, body language, smile, voice tone etc. could be essential in communication. I have an impression that I would need to handle various customers. In fact, in my previous job at McDonald's and my friends have mentioned that while interacting with customer, non-verbal communication skills are useful. 
From the perspective of employer, they require people who can efficiently handle customers and solve their problems. I prefer to be a person who can efficiently solve customers’ related issues. In such situations, good nonverbal communication can create a positive impression among the customers.
Written communication skill
Another key area of communication skill is the written communication skills. Bovee and Courtland (2012) mentioned that this skill mainly urges writes to create an error-free and understandable piece of document to the readers. From my understanding, written communication skill will be required in presenting a good piece of document which could be report or CV or job application. So, having this skill can help myself to do better in job life. Essentially, a person having a well written communication skill can be better at making a well written speech. 
Learning skills/making reflection
A true learning is achieved when a person becomes able to apply his learning. Every person needs to develop learning skills which can help them to increase personal competence. Cottrell (2015) discussed that learning could be achieved through reading books, reading articles, listening to others etc. ways. These ways act as a window of learning. Learning creates options for continuous improvement. As result, employers prefer the persons most who have extensive learning capacity. A person with diversified knowledge could be more effective at every job position. 
However, learning is also related to sharing knowledge. Garg et al.,(2016)suggested that if a person develops an attitude of sharing knowledge with others, he could be more successful in job life. In fact, a person with sharing attitude can create an influence on others with his knowledge. 
According to Maund et al (2017),learning skill includes having a positive attitude to new things.  I would like to focus on this because I often feel good about learning new things. In fact, reading books regularly can create a lot of knowledge.
Time management skills
Maintaining a balance between work and personal life is considered as the most effective form of time management. In fact, completing any task within the given time is also considered as an excellent time management skills (Garg et al., 2016). In both academic and job life, time management skill is important. In academic life, I have often completed assignments, reports and others tasks within time. This was only possible due to my effective planning for managing time. However, I realised that time management skill may exist within all of us but often we fail to apply our plan. This may be caused by over-emphasising on the unimportant matters. 
According to Ellis (2009), in workplaces, time management is a crucial matter. As every task is given with a deadline, managers and staffs follow the timeline. For this purpose, time management skill becomes apparent. One of my colleague and friend who works in a retail shop in UK, mentioned that his boss was very serious about time. If any work misses the deadline, it often resulted in punishment. To avoid such unpleasant issues, he urged to create a work plan. 
Presentation skills
Every person with good communication skill may already possess this presentation skill. This skill is related tohaving a good sense of presenting the thoughts. In fact, the presentation of discussion on critical matters is also included in presentation skills. In job life, people need to attend various meeting and seminars. Here, specific issues are discussed among the audiences. According to Maund et al (2017), a presentation with visual aids can make a presentation interesting to others. While attending different seminars and class lectures, I have learned that presentation skill could be important in job life. Some people have strong presentation skill who make an unimportant matter important to others. This is obviously a great virtue of presentation skills. As I am preparing myself for a customer service related position, I would require this skill practically in the workplace. 
[bookmark: _Toc522889381]A personal reflection on the learnings
According to Moon’s model of reflective learning, I can reflect on my personal learning. Here, the model has 5 stages and each stage refer to a specific learning opportunity. In the following section, I have discussed which learnings happened at which stage.
	Stage 1: Noticing
	Throughout the whole academic session, I have been informed and acknowledged about various issues of employability and academic skills. Rouse (2010) mentioned that one of the skills that has become important in both academic and employability sector is the communication skills. I also earned that team working skill is also important in both academic and employment situations. 

	Stage 2: Making sense
	At the beginning of academic week, every student in our class was informed about what type of lectures we will go through. Here, we also learned the different set of skills in different week. Apart from the lecturer’s discussion, I also communicated with other classmates about relevant skills. This helped me to build a relationship with others as well as being informed more about the academic skills.

	Stage 3: Making meaning
	According to Thilland Bovée (2016), making meaning is related to making a plan for learning, or making improvement. During the class lectures, I attended various seminars and class lecture session. I made a plan for career development. This required me to develop a plan for improvement too. The goals were to earn certificates on skills learnings. 

	Stage 4: Working with meaning
	I made plan to develop my skills and abilities, I started to join various lectures, seminars and other activities. I also spent time in libraries which helped me to gain more understanding about the required skills. This was a long task which required various efforts. 

	Stage 5: Transformative learning
	This stage is related with making innovative ideas about the whole learning effort. I made subscription with some online training portal. Their services are totally free and they can provide a basic learning opportunity for every subscriber. This has given me an opportunity for transformative learning. 


[bookmark: _Toc522889382]Personal skill gaps development
While discussing my competence in different skills and applying the reflective model. I found that I have various strengths. But I also found some of the weakness. These weakness are the areas of development. 
	Skill 
	What needs improvement 
	Options  for improvement
	Resources needed
	time

	Time management skill
	The overall time management needs efficiency.
	[bookmark: _GoBack]Making a thorough plan about the personal activities. Weighting the importance of each activity
	My personal effort and time.
	Ongoing

	Written Communication skill
	Learning the presentation of document.
	Practising and earning how to make good documents. Reading reports, observing their patterns. 
	Joining seminars on written communicating skills. 
	Spend 4 weeks on seminars or training sessions. 

	Verbal communication skill
	Developing speech giving skills.
	Making an articulate speech in front of numerous audiences. 
	A lot of practice within personal time
	Ongoing 



[bookmark: _Toc522889383]Conclusion
In every job, a person requires to perform various activities. To perform these activities, employers hire skilled people. I personally want to dedicate myself in my suitable job area. For that purpose, I would need to possess various skills and abilities.  However, skill competence may reduce over time but proper training and practice can keep them sharp. I may have skipped other skills required in job but these skills are very crucial in every job. Especially a manager requires these skills daily. So, developing regular skills and practicing with existing skills may help to develop a better managerial psyche. 
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