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[bookmark: _Toc512082604][bookmark: _Toc510970034]Introduction:
The aim of this report is to analyze the employability skills and its importance in a very reflective way. So, I have used the Gibbs Model of Reflection which actually has six parts and they are description, feelings, evaluation, analysis, conclusion and action plan. I will elaborate the experience and different soft skills and hard skills with their importance and my personal development plan. The model that I am going to use is given below-
[image: ]
Figure: Gibbs Model of Reflection
Source: https://www.cambridge-community.org.uk/professional-development/gswrp/index.html 
[bookmark: _Toc512082605]Description:
Employability skills are different. In my report I have analyzed and gathered information about employability skills, how to use those skills how to implement those skills in academic and professional life etc. Skills vary from person to person and based on the skill set of a person, candidates are going to be selected. This report will actually shows about various hard and soft skills about an individual and what I actually learnt from this report. I actually experienced a lot of new techniques and skills which were totally unknown to me. I also have gathered various information about different scholars and journals about their opinion of employability and academic skills. Employability skills and business research methods are similarly of same problem and thus I had to do different approaches of employability and communication. I learnt communication approaches and its importance in the organizational perspective for the employees as well as academic way. I have experienced different issues and problems and also faced how to solve those problems. 
[bookmark: _Toc510970035][bookmark: _Toc512082606]Feelings:
According to Hershel, he stated about the topic that employability and academic skills are necessary for very candidates in the job industry because of the extreme competition in the job market (Hershal, 2010). I actually felt nervous during my report. But I have experienced a lot while doing my report on academic and employability skills for the professionals. I have gathered a practical knowledge about MS Word, how to do referencing in Harvard style and many things. I had to search a lot of things for collecting data of employability skills. Acceding to Cumming, data interpretation is one of the toughest job in the service industry and thus organization are now a days demanding data handler and data analyst with a high job description in the UK (Cummming, 2014). I am now well known about MS Word and MS Excel. I have used various techniques of writing CV and resume. I have introduced about various soft and skills for the employees in the workplace. According to Hazart, soft and hard skills are the main distinguisher for a candidate or an individual (Hazard, 2009). I also have a knowledge for doing different referencing methods for working with a report. There are many types of referencing methods are found. Harvard referencing system, API referencing system etc. I was told to do Harvard referencing system for my report. In this age of digitalization, soft and hard skills are needed for employees. I have experienced about various technological skills that should be known to all candidates in the workplace. I think employees should have at least a level of computing literacy. I also have the knowledge of solving different problems like time management, work setting etc. during my report and work for academic and employability skills. The most important experience and thinking of my evaluation is writing a CV which actually very much important for employees. A CV has some parts including myself and it is mainly used for both academic and professional purpose for a candidate. 
[bookmark: _Toc512082607]Evaluation:
I had a vast experience while I was doing the report of employability. I have already discussed my experiences. Among all the experience I must say academic and employability depend on some skills. According to Fisler & Morris, they stated in their Employability and Skills in the Organizational Behavior, due to the recent recession and global economic crisis, employability depends mostly on the candidate’s skills and communication (Fisler, 2013). I have evaluated some of the experiences and have identified some problems and benefits. When I was doing my paper on employability, I faced a problem on how to make a CV. As, employability actually depends on the CV because organizations mostly see the CV of a candidate to recruit the best possible fit for the specific post. A CV included personal details of the candidate, educational qualifications and many more things. The positive sight of my work was I had to know and evaluate about the format of a structured and formal CV format. I got to know that for applying into a position, a structured CV is needed. As a business student depending on my skills and experiences, I can now make standard and structured CV of my own which actually help me on my career and academic background. Depending on the situation and circumstances, I also had a knowledge and practical experience of how to write a report. The main problem that I faced mostly to do Harvard referencing. So, before working in the report I analyzed my strengths and weakness based on my academic materials and books. I also can make business plan, can evaluate both primary and secondary data. During that time, data surfing was pretty hard for me as I was not familiar to the web surfing for a report or research purpose. But the main and positive fact was that I had a lot of experience about skills and their professional application in an academic way which actually enabled my critical reasoning and analytical knowledge in a very effective way. However, it was a challenging job for me to discuss about the academic and employability skills in structured way using MS Word, different types of skills, Harvard referencing system. But overall, my evaluation is good depending on the experiences I discussed. Employability and academic skills are important in the professional career. Evaluation of mine actually based on the problems I faced, my theoretical knowledge about the problem. I had a lot of work of MS Office which was a great achievement for me. Another one was to learn how to make a professional CV because employeability skills and academic information for a candidate always included on that. So, I have gathered knowledge and practical experiences with effective evaluation about different types of employability skills and methods with the academic references and theories. 
[bookmark: _Toc512082608]Analysis:
 My experiences and observations both actually dependent on some theories and knowledge. Employability and skills are interrelated now a days. So, without any theoretical knowledge of employability, skills and development for me is not very fruitful. According to Mosley, skilled employees are asset. But only skilled people are a curse (Mosley, 2009). So, whether skills are theoretically proved or not, whether there is proper communication is needed for me in professional career are the main priorities for me. 
[bookmark: _Toc512082609]Personality Development:
Personality development plan is important for all. After analyzing the experiences and observations, now I am able to write a report with a proper way. I can analyze data and make a findings and interpretation with the basis of those data. Which actually help me to maintain a better communication. I also can write a CV and for that reason I am now able to write and shape my CV after my academic career. In the other hand, I also learnt about various skills known as hard skills. Some hard skills that I learnt are web browsing, web surfing, networking, typing and many more things. After finishing the report, I have checked my typing speed in the software and checked that my typing speed is 51 WPM which is very much satisfactory. As I have worked with this report, my typing skill developed. Apart from this, I also develop my thinking ability in a different way which actually helping me a lot in my other courses and report.
[image: Image result for typing speed snapshot]
Figure: My WPM Result 
[bookmark: _Toc512082610]Communication and Skill:
According to Hertzberg, communication is a two way process where some meaningful messages are being transferred and for employees, communication is a key (Hertzberg, 2011). After completing report about employability and different types of skills, I found that communication is needed for every employees and candidates in the workplace environment. With a better communication, I can develop my personality and workplace environment, work setting and time management will be strong for me as an employee perspective. There many types of communication are found and I have seen that by analyzing different approaches and theories, workplace environment is now a days is informal. Team based work and problem solving groups are very much flexible to do their job. In this regard I already developed with the communication and behavior. I gathered different data of business and thus I have now a clear idea about workplace and organizational communication for the individuals and employees. I also studied about motivation and people’s emotional stability of personality. A great theory named The Big Five Model of personality, stated that workplace environment is affected by some personality and behavior by individuals ( (Cherry, 2018). So, I have studied about different communication approaches and practices for the individual in terms of employability skills and future development of career.
[bookmark: _Toc512082611]Conclusion:
I have known a common scenario which is very much hypothetical. Without employability and academic skills, joining in new and reputed organizations will be tough for a candidate. If those skills like report writing, MS Word, referencing and CV writing aren’t acquired by me, it obviously effect on my academic and professional career. I now can understand between academic and professional CV, can easily write a business plan and have some hard and soft skills. Without any skills of employability, it will be harmful for my future career and some other courses related to my academic career. In the employability report, I could have also developed some informational data and figures of employability in the organizations. That will help me to achieve my future goals and objectives in a very strategic way. By learning and making the process of CV, I could have also practice the knowledge and source of commercial and academic journal paper of employability. Resources allocation, managing staffs and linking theories are the most important factors for me which could have been done by me.
[bookmark: _Toc512082612]Action Plan:
Employability skills are important because of the rapid technological and globalization in the organizational workplace. If the problem arose again in my sight then I will be very career oriented and will develop my personal development plan in a very efficient way. The main problem will be for me in the future that I will not analyze the data of employability and from many secondary sources. As I have made a structured questionnaire about employability but didn’t analyze any statistical data. I will learn how to analyze data in the secondary data method or structure. Employability data can be found in some journal articles, books and book section. So, I will make research about data interpretation and will do some mathematical calculation in MS Excel. As I already known about MS Word, CV template and structured format of report with Harvard referencing, I will learn the method of making and analyzing the data, calculation and interpretation in Excel or SPSS. SPSS is more reliable in data analysis and findings. So, I will make an initial document in the word and make the data visible with different charts like pie chart, pivot chart on MS Excel. The recommendations are given below for my future problems and analysis in the same problem-
1. I will learn about data interpretation and MS Excel.
2. I will make a sample data and find all the data from the secondary data sources.
3. Web surfing, data analysis etc. will be needed for future and better result. So, I will learn about data collection from web surfing and some other external and internal sources of information.
4. The best possible choice for me for the same problem will be to learn about the differences between hard skills and soft skills. Make a development model and routine based practice. That will help me to solve and analyze any future problem of employability skills and academic skills.
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