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[bookmark: _Toc89448283]INTRODUCTION
	The academic life of students is very difficult. They have to focus on a number of aspects and ensure that they study well and effectively. In this report, I have performed a thorough and effective analysis of my different academic and employability skills (Pintoand He, 2019). This report will enable me to identify my strong and weak areas, thereby helping me to determine ways through which I can enhance my overall academic life and academic performances. In this context, I have used Gibb’s reflective cycle. I have focused on three specific skills – time management, reflection and cover letter writing.

[bookmark: _Toc89448284]REFLECTIVE MODEL
	In the current report I have used the Gibb’s reflective model. It consists of different stages and aspects, as shown in Figure 1. It is a tool used for self-reflection and self-management with the objective of helping people to think clearly and systematically about their experiences that they have gone through. This model was introduced and developed by Graham Gibbs (Wryeand Higginbotham, 2019). It is a cyclical model with a framework that enables an individual to focus on their repeated experiences. 
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Figure 1: Gibb's Reflective Cycle
Source: (Kamaliahet. al, 2018)

[bookmark: _Toc89448285]REFLECTION
	Reflection is a very important aspect of a student’s life. For that matter, reflection helps any individual in analysing their past experiences and determine the aspects that went good and wrong. By reflecting on the past experiences, one can identify their strong and weak pointsand also learn about ways through which they can improve them (Nishaand Rajasekaran, 2018). This way, a student’s overall academic career can be enhanced by a significant margin and also help them in learning about ways through which they can improve their overall performance. In this regard, I have used the Gibb’s reflective model to assess three of my skills – time management, academic writing and cover letter writing. By performing this analysis and reflection, I can learn a great deal about my performances and also the ways through which I can improve them for the long run and manage my academic career in the best way possible (Sarkarand Rayner, 2020). 

[bookmark: _Toc89448286]Time Management
	One of the most important skills in the life of an individual, whether in their academic or professional life is that of time management. It is imperative for a person to ensure that they manage the time they have in the best possible and most effective manner possible (Scottand Willison, 2019). Through such a skill an individual can carry out their tasks and duties in the most effective possible manner. As a student, the role and importance of time management is critical. According to AliuandAigbavboa(2021), this skill can be the differentiating factor in the success or failure of a student. 
	My time management skills are not very good. I need to learn and improve my time management skills at the earliest so that I can perform my tasks in the most efficient and effective manner. Time management can be defined as planning and controlling the amount of time a person spends on specific tasks and activities. It includes the likes of goalsetting, prioritisation, organisation, stress management, and many more (Rees, 2021). I believe that my time management skills are not adequate to help me carry out my tasks in the best possible manner. Lack of such skills affects my ability to perform my duties and tasks as a student effectively. I want to pursue a career in the field of digital marketing and such a job profile requires an individual to be able to manage their time in the most efficient and effective manner (Gill, 2018). 
	I often find it difficult to manage and divide my time in a manner that allows me to carry out all my tasks and duties. Due to this reason, many times I am not able to complete various tasks on time and properly. This affects my overall academic performance in an adverse manner, along with my ability to achieve my goals and targets (Goodwinet. al, 2019). Due to ineffective time management abilities and failure to carry out my roles and responsibilities, I feel very bad, nervous, and even angry at sometimes. On this basis, I can say that I need to improve my time management skills on an urgent basis. This will help me to enhance my overall performances and ensure the attainment of my goals and targets. 
	In order to enhance this skill set, I will focus on reading different books and articles on time management. These will help me in learning a great deal about the skill, such as its importance and necessity for me as a student as well as a professional. Furthermore, I will also enrol into online courses for the same topic. This way I will be able to learn about time management and also identify and understand the different ways that can help in improving my skill. 

[bookmark: _Toc89448287]Academic Writing
	Another very important skill in the life of a student is that of academic skills. It is imperative for a student to ensure that this skill of theirs is upto the mark so that they can perform varied tasks and responsibilities in the most efficient and effective manner possible (AliuandAigbavboa, 2019). A student needs to be a proficient and effective academic writer, so that he/she is able to carry out different tasks and functions that will help them in their academic endeavours. In view of McGunagleandZizka(2020), writing is a skill that everyone needs to learn and understand. The skill of academic writing is useful when the student is trying to handle a complex writing assignment.
	There are many advantages that can be linked with academic writing. One of them is that it helps in improving the research skills of the student(s). Through such skills, the students can perform extensive and detailed research, thereby carrying out their academic research studies in the most effective possible manner (GriffinandCoelhoso, 2019). The academic skills also help in improving the written communication aspect of the students and also help them in learning the formal writing style, which is very important in the professional life. 
	The academic skills are important also from the viewpoint that they help the students in learning and improving their language skills. This way the students can improve their overall learning processes.Academic writing also helps in getting a better understanding of the subject matter as well. 
	My academic writing skills are not very good, and it is one of the skills that I need to improve as soon as possible. I believe that academic writing skills are crucial for me during my academic career. These will also train me in the ways to prepare for the professional life and perform to the best of my skills and abilities. I believe that it is one of the skills that can make a big difference in my career. This is mainly due to the reason that it will help and guide me in my professional career and enhance my overall communication abilities as well (Kenayathullaand Idris, 2019). 
	There are a number of factors and reasons that contribute towards explaining the role and importance of academic writing skills. One of them is that it helps in communicating clearly, effectively, and easily. Clear communication is an aspect which is useful in every walk of life. This means that a person should be able to communicate and share their thoughts, feelings, and opinions in a clear and concise manner (Griffiths, 2018). 
	I need to improve my academic writing skills at the earliest so that my academic career is managed and run in a smooth and effective manner. In this regard, I can take several steps. However, the best way to deal with this will be to take help and guidance from my supervisor and tutor. I believe this is the best way through which I can learn and improve my academic writing skills. 

[bookmark: _Toc89448288]Cover Letter Writing
A cover letter accompanies CV as part of a job application. It provides further detail on how ones skill set aligns with the role, what one can bring to the team and why they want the position. Cover letters allow recruiters and hiring managers to develop a better understanding of the suitability for a position.When a cover letter is being reviewed, this is often the point at which first impressions are made in the mind of an employer, making it an essential part of one’s application (Wryeand Higginbotham, 2019). In addition to this, employers often favour CVs that are accompanied by a cover letter and will in most cases specifically request one as a mandatory requirement to apply for their vacancies.A covering letter is a one-page document addressed to the interviewer or potential employer that includes their contact details, the role they are applying for and further detail surrounding the information in the CV (Scottand Willison, 2019). 
Cover letters should highlight their interest in the role and expand on skills and experiences that make one best suited for the position.Within the letter, one should align their qualifications, relevant skills and previous experience clearly to the job description to emphasise that one has done their research into the role and are keen to join the team.A cover letter is more than just a formality or courtesy – it is an opportunity to impress. Research suggests that employers favour resumes that are accompanied by a cover letter, making it a critical component of their job-search strategy.First impressions count (NishaandRajasekaran, 2018). 
A concise and compelling cover letter is the first chance to stand out and be considered a strong candidate amongst tough competition. Immediately emphasizing one’s key strengths will help ‘sell you,’ grabbing the reader’s attention and increasing the likelihood of progression through the selection process.The wording of a cover letter can express the personality in a way that the resume cannot. The tone of such a letter gives the employer an important insight into their personality and the kind of traits that could add value to their team. It allows one to explain in their own words why they are the best person for the job (McGunagleandZizka, 2020).
A cover letter is important as about 26% of recruiters read cover letters and consider them critical in their decision to hire. Another study on employer preference suggests that 56% want applicants to attach a cover letter to the resume. A CareerBuilder study found that 49% of HR managers consider a covering letter the second-best thing to give the resume a boost (number one being customizing the resume). Even if the hiring manager doesnot end up reading the cover letter, a quick glance at it shows one’s attention to detail – or lack thereof (Kenayathullaand Idris, 2019).It also lets a recruiter see one’s written communication skills, which research shows is one of the most sought-after soft skills in the business world today. 
Things like properly formatting and addressing the document are instantly noticeable.Sending out a resume with a sloppy cover is almost like showing up for an interview in a ripped or wrinkled shirt, and skipping the step altogether is almost like showing up without a shirt. A well-written cover letter helps to make a good first impression on the hiring manager, so learning how to write a cover letter is a critical skill to learn.Using a cover letter template is an easy way to get the format right (Rees, 2021). One can just fill in the information that's specific to the qualifications and to the job one is trying to get. It saves one time and ensures that they include all the required information.

[bookmark: _Toc89448289]CONCLUSION
This report will enable me to identify my strong and weak areas, thereby helping me to determine ways through which I can enhance my overall academic life and academic performances. In this context, I have used Gibb’s reflective cycle. I have focused on three specific skills – time management, reflection and cover letter writing.One of the most important skills in the life of an individual, whether in their academic or professional life is that of time management.My time management skills are not very good. I need to learn and improve my time management skills at the earliest so that I can perform my tasks in the most efficient and effective manner. 
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Introduction

This presentation focuses on providing an assessment of my academic and employability skills. 

Here I present an evaluation of my such skills. 

To evaluate the skills, I used personal SWOT analysis, as well as personal and professional development (PDP). 

These helped in performing a detailed examination of such skills that I possess. 

I want to pursue a career in digital marketing. 
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Personal SWOT Analysis

Strengths

Strong creative skills

Effective communication

The ability to ask key questions

Team player

Weaknesses

Take too much stress

Get anxious and nervous when making presentations

Weak time management

Opportunities 

Learn and improve research skills

Take time management courses

Attend digital marketing conferences

Threats

Extensive and intense competition

Pay is less

Overworking can have a negative impact on my creative skills
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Personal and Professional Development (PDP) Plan

		Skill		Action 		Time Required		Resources Needed

		Time Management		Learn time management by enrolling in online classes		6-8 months		Fast and reliable internet,
Books, diaries and journals. 

		Presentation Skills		Learn and improve presentation skills by taking part in online classes		8-10 months		Fast and reliable internet,
A good online course. 

		Improve Digital Marketing Skills		Enhance digital marketing skills		12 months		Internet, 
A good online course
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Academic Skills

Academic skills are very important in the academic career of an individual. 

These skills can enable a person in performing different tasks related to their academics in a better and effective manner. 

Such skills help students in becoming more efficient learners. 

These skills provide immense competition to the students and prepare them for the future challenges and issues that they will have to face. 

Academic skills are invaluable to students after they have graduated from the college.
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Academic Skills
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One ofthe key skills is ‘Analysis’.
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Students and academicians have to ensure that they perform a
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•

My analysis skills are very good, as I can evaluate, analyse and extract

significant amount ofinformation from particular data sets.

•
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I am not very good at this skill as I fail to conduct a thorough and

critical analysis ofthe data collected from different sources.

•

Similarly, time management is also an important academic skill.

•

I am weak in effectively managing the time.
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Academic Skills

There are various types of academic skills that a student needs to possess and manage. 

One of the key skills is ‘Analysis’.

Students and academicians have to ensure that they perform a thorough and extensive analysis.

My analysis skills are very good, as I can evaluate, analyse and extract significant amount of information from particular data sets.

Critical Thinking is another important academic skill. 

I am not very good at this skill as I fail to conduct a thorough and critical analysis of the data collected from different sources. 

Similarly, time management is also an important academic skill.

I am weak in effectively managing the time. 
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an individual.


Microsoft_Office_PowerPoint_Slide8.sldx






















Employability Skills

Employability skills are the non-technical skills that help a person in getting a job.

These skills are very important. 

They play a crucial role in ensuring that a person is employable. 

Such skills are also known as ‘soft skills’. 

Even though possessing such skills is not an absolute requirement, but their presence makes a big difference in the employability of an individual. 
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Employability Skills

•

One ofthe key employability skill is that ofcommunication.

•

It is one of the most essential and basic skill that a person should

possess.

•

My communication skills are excellent.

•

I can easily communicate and interact with a group ofpeople.

•

Team work or being a team player is one ofmy strengths.

•

However, my problem-solving skills are not up to the mark.

•

Apart from this, I also need to improve my decision-making skills.
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Employability Skills

One of the key employability skill is that of communication.

It is one of the most essential and basic skill that a person should possess.

My communication skills are excellent. 

I can easily communicate and interact with a group of people. 

Team work or being a team player is one of my strengths. 

However, my problem-solving skills are not up to the mark. 

Apart from this, I also need to improve my decision-making skills. 
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Employability Skills

Employability skills are the non-technical skills that help a person in getting a job.

These skills are very important. 

They play a crucial role in ensuring that a person is employable. 

Such skills are also known as ‘soft skills’. 

Even though possessing such skills is not an absolute requirement, but their presence makes a big difference in the employability of an individual. 
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