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[bookmark: _il3xxeq2vm50]Introduction
Developing academic and employability skills is one of the most important tasks for career development in any sector (Miller, Biggart and Newton, 2013). For this piece of writing, there are four skills selected that will be focused on using a reflective model for understanding the development and the plan to further develop. Time management is one of the most effective transferable skills that can help in any stage of career development as well as personal life. Research is one of the most important parts to be effective in any career path. Impactful academic writing is the key to expressing the outcome of the research. While developing the skill of academic writing, it is also important to learn the referencing procedures to keep the presentation of the research unique and ethically acceptable. For the development of a successful leader or an impactful employee, having a fluent public speaking ability is important. For the analysis of development in all these academic and employability skills and presenting them as a practical portfolio, the Gibbs reflection cycle has been implemented throughout the report. 
[bookmark: _9nouvfmqulju]Gibb’s reflective cycle
For understanding someone's own development in any particular skill or learning material, it is effective to run a reflective analysis on that particular aspect. Gibbs's reflective cycle is one of the most prominent frameworks to conduct this kind of analysis (The University of Edinburgh, 2020). In this framework, there are 6 segments that describe 6 stages of the continuous learning process. It begins with a description that elaborates what actually happened in the process. In the next stage, mentioning the feelings help to understand the initial reaction based on the description. Evaluation helps to further understand whether the feeling is valid or not. An in-depth analysis based on the evaluation helps to figure out the actual contents of the situation. Conclusion based on the analysis helps to create the action plan for further development of the skill. [image: ]

[bookmark: _aub80zlezc5f]Time management
The day to day activities of a person consists of multiple courses of work. It is important to distribute the time of the day into these different works very efficiently to bring out the best in the least possible time. The ability to manage a certain amount of time among different works and make the work successful is known as a time management skill (J. Crawhall, 2013). It is one of the most important transferable skills that are essential for any particular job in this developed world of globalization. 
[bookmark: _jkorc4iw7o8o]Reflection 
Description 
Working as a room leader in a nursery requires maintaining work on time. As there is academic work is the primary focus for me, it is important to manage my time effectively. Making an effective allotment of time for the major activities act is the key to maintaining all the tasks with the maximum effort possible. 
Feelings 
It is hard at the beginning to maintain all these aspects altogether. However, with practice, it gets easier. For the successful completion of any particular activity, the determination to complete the task in allocated time requires additional effort which can be tiresome in some cases. 
Evaluation 
In the process, the learning experience was enjoyable and interesting. It acts as an incentive to work. On the other hand, the adaptation to the whole process requires dedication and effort. In some cases, the process of time management might not go as planned. However, an effective response to this situation can help to avoid burnout. 
Analysis 
From the situation, it is observed that the professional aspects are more compact and require continuous attention to maintain the deadlines. It might appear that the new developments in a situation hamper the successful completion of a task on time. It is important to keep a close eye on the situation to avoid complications. 
Conclusion 
For a richer performance in the activities, the application of time management models and tools can be helpful. The addition of a well designed time management plan could add value to the process. Although the concept of time management got easier over time, using effective tools could make the adaptation faster. 
Action plan 
In future job scenarios, it will be wise to begin with a time management plan. For further development, the application of Pomodoro method and time management matrix will be applied. As time management requires dedication, practicing with patience appears to be effective in this case. 
[bookmark: _drbyckegdupp]Academic writing 
Primarily, academic skills are considered the skills that can help succeed in an academic setup (Schcolnik, 2018). However, the concept goes further than that. Conversion of these skills that were helpful in an academic setup into professional development is also a part of the process. As a result, academic skills are often applied in professional fields (Schcolnik, 2018). Depending on the skills being transferable or specialized, the application varies. But academic skills are always useful given their nature of supporting many job roles.
[bookmark: _jv4s4r2aszhd]Reflection
Description 
As a student and a professional, the requirement of academic writing is unexplainable. Academic writing is one of the most effective ways of communication for any professional. The application of academic writing is experienced in academic setup. In addition, it is also required in the professional ground to report to the superiors. 
Feelings 
The development of this skill is dependent on multiple factors. Only putting good words together cannot produce a good piece of writing. Rather, writing to make effective communication and keep the communication credible makes a good academic piece. As this is a formal approach to communication, there is little to no flexibility. 
Evaluation 
In the experience of academic writing in both academic and professional setups, the most influential aspect was the understanding of effective communication. It helps to realise what can make a good point for any argument. On the other hand, maintaining the rules and structures can be sometimes demotivating. 
Analysis 
The approach to communication is not similar for everyone. For a better understanding of all the audiences, a unified method of putting the information together is required. Academic writing is a well-structured way that can solve this problem. The audiences get the desired perspective of the writer through academic writing. 
Conclusion 
Undergoing more practice could help develop the skills to the finest level. The ability to put the report with a unified story and coherence could make the writing more impactful. There are other components like referencing, clarity, choice of words, structure and other significant parts, the improvement which can drastically change the result. 
Action plan 
For any academic writing in the coming times, it will be effective to put more work into research. The depth of the research changes the quality of writing drastically. For more improved writing, using digital tools can also be helpful in future engagements. 
[bookmark: _jfkzh086ny7o]Referencing 
The act to track and mention the sources of particular information in the form of any accepted format is known as referencing (Pears and Shields, 2019). For any acceptable research, it is important to have credible sources of data that can provide valid information. Even if a set of data is collected from a credible source, there is no way to verify it unless the writer puts the sources in the writing. Referencing is the process of mentioning these sources in a formal manner.
[bookmark: _h0xl9vev9mqy]Reflection
Description 
For putting any information in a formal or informal setup, it is required to mention the sources for the credibility of the information. In academic writing, mentioning the sources in a formal approach is the way to make an impact through the writing. Referencing is a mandatory element for every piece of writing or presentation. 
Feelings 
The application of referencing in the right way can be a little tricky sometimes. Some of the information might be common knowledge which also requires proper referencing. As there are multiple styles of referencing, understanding the rules and applicable methods of referencing is important. 
Evaluation 
Referencing ensures the credibility of any information. On the bright side, this experience of referencing helps to understand the importance of a credible source. The practice of referencing in reports and presentations helps to persuade the target audiences better. However, the learning curve here is comparatively tough and not so exciting. 
Analysis 
Referencing is the key to effective formal communication. It increases the credibility of the information as well as the person who is sharing the information. The audiences also get the opportunity to cross-examine the data for better understanding. In some cases, it also helps to get the context more clearly. 
Conclusion 
The approach towards referencing with a more efficient method could be less time-consuming. As mentioned earlier, the learning curve here is comparatively less comfortable. Developing an efficient approach for referencing could also make the learning curve more achievable and interesting. 
Action plan 
The action plan here has two phases. In the first phase, it is required to avoid using any digital tools for referencing. It will help to understand what elements are required and how they can be used in referencing. The second step is to cross-check the references after they are organised. It provides the surety of work is properly referenced. 
[bookmark: _lr0y7tz54320]Public speaking 
The ability to present oneself in front of a large crowd to persuade that particular group of people on a given topic of discussion is considered a public speaking skill (Iftakhar, 2013). This is one of the most demanding as well as common skills that can shape the ability of a professional to effectively communicate with a large group of people. Developing effective public speaking capability requires fluency, confidence and practice. 
[bookmark: _gtqcnwz51ntn]Reflection
Description 
Presentation of the employability skills that includes a personal development plan is one of the most prominent experiences in terms of public speaking. Here, the ability to share my own perspective with a group of people is the key focus. 
Feelings 
It can be hard to explain some of the contents in a limited time. The same can happen because of the size of the audience. It is also exciting to be able to make a large group of people understand a different perspective. 
Evaluation 
The experience helped me to work on my stage phobia. The feedback from the audience was also a part of an interesting learning experience. On the other hand, the self-persuasion required to present in front of a large audience can be a pressure sometimes. 
Analysis 
The practice of public speaking can be a way to increase the overall confidence level of a person. From this experience of presentation, the confidence of speaking in front of people and making them listen to my side of the story helped in the process boosting confidence. 
Conclusion 
Coming up with more creative ideas for the presentation could help to make it more interesting. The lack of coherence in the contents is also observed by the audiences. Considering the overall presentation, there was a lot of room to improve. 
Action plan 
Outlining the presentation will be the first task for future scenarios. In addition, multiple practice sessions before the presentation will also be initiated. For a better delivery on stage, presenting in front of an instructor can add value to the presentation. 
[bookmark: _6g60kc2pdz4]Conclusion 
In the end, it is important to understand that all kinds of skills have some room for development (Borissov and Hellier, 2013). Before continuing with the development process, understanding the implication of the particular skills in the short term as well as in the long term is considered an effective approach. Effective time management is one of the key ingredients to developing other skills efficiently. Communication is one of the most demanding skills that help everyone from bottom level employees to top-level management. As there are different forms of communication, effective academic writing is considered one of the mandatory communication skills for managing people. Referencing helps to develop a unique piece of research and writing that is ethically aligned with the community. Finally, having a good command of public speaking skills helps to increase the persuasion ability of an employee. Before going through the process of developing any particular skill, it is important to understand the implications of that skill. Finally, a well-organised plan can connect all the pieces and make it a successful approach. 
[bookmark: _vunwm0ba1od5]
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Time Management

An effective approach towards time management is required for better outcome.
The Pomodoro Technique
Divide the working hour into 25-minutes segments
Each segment is called a pomodoro
Take a 5-minutes break after each pomodoro

Take a 15-minutes break after 4 pomodoros

Dividing the time in smaller segments help to work for time rather than working against it.
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Intent Statement

Personal Development Plan

To develop necessary skills for a desired employability.

Skills

Actions

Implications

Timeframe

Time management

- Use digital time
management tools.
- Apply pomodoro
technique for the
work hours.

- Prioritise tasks
based on urgency
and importance

- Increases
efficiency in work.

- Increases the focus
of the work

- Very effective in
developing the
practice of
maintaining
deadlines.

- Distribute major
tasks only for 8-10
weeks.

- Distribute times at
a micro level for 8-10
weeks.

- Develop a
productive mixture
of both, 2 weeks
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Personal Development Plan

Skills Actions Implications Timeframe
Organising - Use digital task - Makes the target - Organise only
management tools easy to accomplish academic tasks for 4
- Keep track of the - Helps in the weeks
works that will be process of - Add work related
submitted by monitoring a task tasks for 4 weeks
someone else - Allows to get real - Take everything
- Allocate sufficient time insights else in the process
time for tasks
Leadership - Practice diversity in | - A must-have for - Talk to new people
communication the desired job role | everyday for 8
- Practice decision - Increases weeks
making adaptation power for | - Contribute in the
- Take control with next career path decision making for
confidence 8 weeks
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Conclusion

Skills are highly dependent on practice and Focusing on transferable skills
dedication. can provide a competitive edge
on the job environment.

It is important to set SMART goals to make
effective use of the skill development.

employability skills.

For any particular job or any desired category \ ,
of jobs, there are certain requirements.

Understanding these requirements is the first

step to achieve success in the development of
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Employability Skills

For Deputy Nursery Manager
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Introduction

To get a desired job, it is important to have a development plan that supports the
goals and the path to reach them.

Current position: Room leader

Desired position: Deputy nursery manager

Skills required: Time management, Organising, Leading

Current level of skill: Standard

Target: Fluency in required skills
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SWOT Analysis

Strengths Weaknesses

- Fluent communication skill - Lack of confidence in leading

- Disciplined approach towards - Always following the same approach while
responsibilities dealing with people

- Efficient task management - Ineffective in following time management

tools

Opportunities Threats
- Can afford enough time to develop the - The environment in competitive
required skills - Growing cost of employment benefits

- Experience in the same workplace will creates an environment where upgraded

value for the employment in the new post job position might not add value





