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SECTION 1:
[bookmark: _Toc39000353]INTRODUCTION
I am pursuing BSc in cloud computing. I am a self-motivated, confident and hardworking person. I am a mature team worker who encourages other team members for equal participation. I also volunteer for community work and am open to helping anyone in the class. I love adventurous sports and travelling to various places. 

[bookmark: _Toc39000354]KEY POINTS LEARNT
While preparing and the PowerPoint presentation I faced various issues that I dealt with. Also, at the same time I learnt a lot about how to produce an effective PowerPoint presentation. It is very important for a PowerPoint presentation to stand out in order to be remembered.
· The PowerPoint presentation should be simple yet effective covering all the major and minor details. 
· It should be well organised and divided into sections and bullet points for better comprehension of the audience.
· It should be well researched and graphics and good quality pictures to make it more interesting and appealing.
· The word limit in the PowerPoint presentation should be limited even if the number of slides is needed to increase.
· Using proper font, style and colour schemes and ensuring there are no errors in the presentation.

[bookmark: _Toc39000355]SECTION 2:
[bookmark: _Toc39000356]SKILLS REQUIRED FOR HE LEARNING
There is a wide range of skills necessary for students to learn for higher education learning. Below is the list of such skills which should be acquired by the student to enhance their learning process.

· Communicational skills
 Communication skills are an extremely essential parameter in education. Nowadays, universities often put great emphasis on students who can communicate effectively as it allows them to express themselves hence aid to improve learning among students Succi & Canovi (2019). Learners with effective interaction skills are appreciated not only by the teachers but even by their classmates.

· Management skills
Well organised studies with proper time management is an initial step to study effectively. Maintaining the weekly schedule helps in organising the work responsibility and accomplishing more in a lesser amount of time Hanford (2020). It benefits greater opportunities to learn within a short span of time.

· Effective reading
Reading is a crucial part of acquiring education. students with good reading skills to receive good grades therefore it is advised to students that they should explore a wide cluster of information while reading critically and also analysing various reading strategies to enhance their knowledge.

·  Note taking
Taking notes form a crucial part of student life but there are many students who are not capable enough to make notes wisely. Note taking skills help in building concentration and improve comprehension and retention Keane (2014). This also helps in expanding the attention span where students carefully jot down all the significant details of a lesson.

· Referencing
Today referencing has become an integral part of academic writing as it is a major requirement for making assignments of University. It provides acknowledgement to the authors who have contributed their knowledge in that field Gavett (2020). At the same time, it allows the readers to search and locate the original source of the research work ensuring to provide authenticity to the students’ research work. Providing references strengthens the academic writing.

[bookmark: _Toc39000357]SKILLS REQUIRED FOR EMPLOYABILITY
Employability skills are the foundational skills needed for almost every job. There is a set of desirable skills that an employee should have in order to be an attractive candidate.
 
· Adaptability
It is a common belief that change is the law of nature. This is true even in the job market and this is the reason that companies often look for employees who can easily adjust to the ever shifting working environment that includes adopting various latest technologies, increasing competition, and willingness to learn Watling & Milne (2018). Employees should always be ready to learn something new and accept the mistakes that they make.

· Collaboration
Collaboration and teamwork is an important part of a business and its significance cannot be ignored. Employees were able to work in a group with people of various ages, different backgrounds and religions are more preferred by the companies Katalnikova (2018). This also includes accepting responsibility for the result either positive or negative and dealing with the conflicts within the team.
· Personality traits
There are few personality traits which are highly demanded by the employers. This includes professional behaviour along with that enthusiasm and drive to be successful and more productive for a company. Apart from this, a person with great creativity and confidence is always considered more beneficial for a firm.
· Computer skills
while all the above-mentioned skills are actually soft skills however computer skills are one such hard skill that has become necessary in almost every job. Although there are some jobs which require intensive knowledge about programming and computer software why others just require basic knowledge of computers. 
· Remaining competitive
There is a continuous shift that occurs in the job market and remaining competitive is considered one of the main skills by the employers. It is often expected by the employees to always perform better and compete with others as well as with themselves. People who have a striving personality and are always looking for possibilities to perform better and reach a certain destination are appreciated by their boss. 
[bookmark: _Toc39000358]SELF EVALUATION EXERCISE
Evaluation exercises are a great means to understand one's own limitations and strong points. I conducted a self-analysis through a few means. The most obvious and the initial method that I opted for was to do a personal SWOT analysis where I could critically assess my personal strength, weaknesses, personality traits, attributes and the things I would like to change in me for a suitable career. This is one of the best methods to get a deeper understanding about oneself as it is the inclusion of external and internal factors that meet actionable, quantitative, comparative and divisional (AQCD) criteria David & David (2019). After that I did a detailed questionnaire with myself where I asked myself a variety of questions. During this exercise some of the attributes were quite easy to detect while pinpointing the other ones was an arduous task. Along with this I jotted down all the   answers and responses that I was finding out. Further I made a list of the traits that recurred and then segregated them strengths, weaknesses and personality traits. Also, I read a book that helps me to understand the importance of self-analysis and how to do that effectively by developing a personal grading system Nilson & Zimmerman (2013). Although I mentioned that I am a confident person in introduction, I realised that I am confident among the people I know but I don't have the courage to make eye contact with the audience as I generally get nervous. This exercise has helped me to know that I am more of an introverted person and this is the reason I often avoid stage performance.
[bookmark: _Toc39000359]RESULT ANALYSIS
After the immense evaluation I came up with the following outcomes.
· Strengths
· Strong project management skills
·  well organised 
· Efficient in working with a team or collaborative group
· Can lead the team
· Strong communication skills
· Management skills
· Problem solving capabilities
· Ability to cope up with failure
· Always curious to know about new things

· Weaknesses
· Uncomfortable speaking in front of audience
· Tendency to procrastinate things
· Taking too many risks
· Taking too many responsibilities in a group project
· Taking things too personally

· Personality type
·  Inspection
·  Giving and helpful
 
[bookmark: _Toc39000360]SECTION 3: ACTION PLANS
[bookmark: _Toc39000361]SHORT TERM GOALS
· Academic
· To achieve good grades
· Making the connections with teachers better
· Improving my reading skills
· Participating in a greater number of group activities
· Personal
· Start consuming healthy food
· Going for adventures with friends
· Reading more stuff
· Professional
· Finding an internship
· Taking up a part time job

LONG TERM GOALS
· Academic
· Get a degree with excellent grades and good remarks
· Learning a new skill
· Personal
· Own a house
· Travel to an exotic place
· Professional
· Working for a renowned in company
· Boost the efficiency and productivity of the company
[bookmark: _Toc39000362]ACTION PLAN

	GOALS
	ACTIONS
	ACTIVITIES
	START DATE

	Improving public speaking
	Practice speaking more
Being mentally prepared to face audience

	Try speaking in front of mirror
Taking feedback for improvement
	April 2020

	Being more active and productive
	Prioritising the things
Self-motivation 
Rewarding on achieving goal
	Making a to-do list
Setting small deadlines
	May 2020

	Avoiding taking too many risks
	Organising discussions in groups
Always taking feedback


	Learning from past losses
Having a far-sighted view in term in term of risk, profit, and loss
	Immediately

	Taking less responsibilities in team projects
	Saying no to unnecessary responsibilities
	Giving responsibilities to others
	From next group project




[bookmark: _Toc39000363]SECTION 4: APPLICATION
[bookmark: _Toc39000364]BACKUP STRATEGY
There is a huge amount of data that is needed to be protected for student safety as well as for the reputation of the University. There are several academic programs where students do intensive research and collect a lot of data that is crucial for inventions. Also, there are scholar reworks that can be beneficial for institutions, new students and the public even. Then there is some data regarding the personal information of students and financial and legal information of institutes and some essential contributions made by the faculty members and students collectively for research Hines (2019). There are various challenges faced to protect the university data and student data but there are various strategies that can be adopted for data protection. A 2009 EDUCAUSE centre for higher research (ECAR) study, "Institutional Data Manager in Higher Education" cites that only one third of the institutions report having formal data stewardship policies in place.
There comes the responsibility of students for protecting their coursework data. There are many strategies that can be created or adopted by students. The most convenient backup strategy that I think can be used by students is to store data into external hard drives, laptops, flash drives. This strategy also obeys the "3 different places" rule. I created slight changes into the strategy where the data can be transferred into the Google drives and two other storage units that should be placed at home. This data can always be assessed even if it is lost from the main system. This method will provide a great level of data protection for any work that a student would be producing during their time in university or for that matter any other important data that they wish never to lose Sundaram & Karibisti (2018). The additional benefit of this strategy is that the recovery of the data is very easy and an enormous amount of data can be stored securely.
[bookmark: _Toc39000365]POSSIBLE DISASTER SCENARIOS
· Getting the system hacked
Where is the great possibility of getting the system hacked and losing all the important data this would also lead to misuse of that data and never getting the recovery of that data hacked. The hacker can steal or destroy sensitive data completely and even block the authorised person from accessing their own system. If this happens with the institute's data then it can usually damage the reputation of the university and also cause financial and legal losses.
· Hardware failure
hardware failure is another possible disaster scenario that can create a great loss in the data. Sometimes, hardware failure is quite difficult to explain but it might occur due to problems in the server or short circuit in the network. Therefore, it is very important to keep the hard drives and other devices connected to the system refreshed and keeping a good backup so that the data can be replicated and easily regained.
· Insider threat
This includes malicious attacks of intentional encryption, damage, theft or corruption of sensitive information by other students who have access to your computer. Your known ones can harm your system as well as steal some essential information that might be useful for them. This can be controlled by monitoring the usage of a computer. This cannot be completely protected by data backup because there will be continuous theft of the information and the owner would not be aware of the theft happening.
· Software failure and file corruption
Many times, there are chances when a software tends to fail. This can lead to a corrupt file system because of a system crash and there can be a huge damage to the file system. Due to the software failures and file corruption the system cannot be able to read the data or may stop functioning completely. The data can be deleted without warning due to the system glitches related to hardware or software which are responsible for data breaches. This can be due to huge data loss especially in the business sector and may cause financial losses as well.
· Human errors
According to Ponemon reports, 25% of the data breaches are due to humans. The reality is that it is human tendency to make mistakes like accidentally clicking a malicious link, dropping computers, misplacing a mobile drive, deleting something that we intend to save, ignoring the amount of virus in the system and many more Evans & He (2019). People need to be careful when using their system to avoid this kind of silly mistakes that can cause major issues to data. There might be cases when there is no backup for a particular data and that might accidentally get deleted. Dealing with such kinds of situations can be a trouble therefore it is better to be careful when using a system.

The above-mentioned disasters in areas are very realistic and may happen to anyone. Therefore, it is advised to always keep a backup strategy ready to shun these situations Velev & Boshev (2019). The backup strategy that I created of storing all the data online in your personal Google drive would help to cope up with these kinds of situations. Along with this, the data can also be secured in a hard drive and your personal laptop to ensure "3 different places" rule. This is one of the easiest methods to restore things back to a normal working environment even after facing a disaster. This strategy will work out if confronted with any of the aforementioned disaster scenarios making the data recovery convenient for the user. 
[bookmark: _Toc39000366]CRYPTOWALL VIRUS
Here we will look at crypto wall virus as an example of a serious threat to the data. It is considered as one of the largest and most destructive threats on the internet. It encrypts files on the endangered computer and then pressurizes the user to pay a ransom to have the files decrypted and then even destroys the data. The ransomware arrives on the affected computer through spam emails. It usually misrepresents itself as a good program but as the user clicks on it, the system gets infected. 
Fortunately, there have been solutions to overcome this Thomas (2017). The best way is to keep a backup so that this cannot threaten you to pay them and you suffer no major loss. But if you don't have a good virus management system or a backup then you have to pay a ransom in order to get your files decrypted.
[bookmark: _Toc39000367]TIME MANAGEMENT AND ORGANIZATION
Time management refers to organising and planning time effectively in order to allot enough time to various activities as per their significance. Time management allows the best use of the time. This helps to boost the productivity and efficiency and delivery of work on time. A person with time management skills can have a good quality of life that ensures adequate time on work and professional life without compromising on the recreational and enjoyable life that person desires. Time management skills get great opportunities and career growth. Following are a few advisable points to remember while organising time Pausch (2019).
· Effective planning at multiple levels: daily, weekly, monthly
· Prioritising the activities according to their utilities and importance
· Setting deadlines
· Setting goals and objectives
· Avoid wasting time
· Breaking down project into smaller tasks
· Give time to yourself: spending quality time with family 
· Making time management a part of your habit
[bookmark: _Toc39000368]STEPS TAKEN TO BOOST PRODUCTIVITY AND REDUCE STRESS LEVEL
I personally was not a productive person in the past but I have taken various steps to enhance my productivity and reduce stress level. I have experienced various improvements where I have been able to work more along with enjoying life. I have mentioned the steps below that I personally took and that were highly beneficial. 
· Keep yourself motivated by rewarding yourself after accomplishment a small task
· Dividing a big task into small tasks to finish them easily
· give full attention to a single task at a time instead of multitasking
· Spend less time on mobile phones
· Avoid distractions
· Have a real interaction with people
· Give yourself breaks whenever needed
· Listen to music whenever stressed
· Read more comedy books and watch movies whenever feeling low
· Pamper yourself once in a while
[bookmark: _Toc39000369]SECTION 5: CONCLUSION AND EVALUATION
After analysing everything it can be concluded that there are several soft skills which are needed for academic purpose as well as for employability. Students should try to inculcate these academic skills that can be beneficial for them in their learning period and help them to excel in their field of study and pass out with overwhelming grades. Also, gravity skills are extremely crucial when working and they can act as a ladder for you to reach the success of height.  Apart from this there are many transferable skills that can work for both academic life as well as for their career. These can bring fruitful results and progression in both student life as well as when a person is working. This report helped for self-analysis where students were able to identify their weaknesses and strengths.
[bookmark: _Toc39000370]RECOMMENDED AREA OF STUDY
It was a great experience of researching and creating a report on academic and employability skills. I would like to recommend "Cultural areas of various parts of the world" for further study.
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