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[bookmark: _Toc59122804]Task 1
[bookmark: _Toc59122805]1 Introduction
In order to represent the key focus of this assignment, it can be said that the concept of employability and the skills that are required to successful employability have been discussed in this paper. This study gives a comprehensive overview of the concept of employability and its related aspects. In addition to this, a brief analysis of the self-possessed employability skills has been outlined in this study. This discussion that has been developed in this paper has been supported by a range of online articles such as business magazines, websites, government reports. In the growing comparative world, development of employability skills by students are of utmost importance. The key to sustain in the competitive environment is to develop competitive performance and develop competencies and exceptional employability skills. This in turn would allow the candidates to grab their dream job and peruse their ambition followed by gradual career development. 
[bookmark: _Toc59122806]2 Discussion on employability
[bookmark: _Toc59122807]2.1 Concept of employability 
According to the viewpoint of Römgenset al. (2020), employability is a multidimensional process which is associated with development of the employment skills of a person over time. In other words, employability can be defined as a process of getting a job followed by an ongoing success at the present and in the upcoming years. Based on the finding from a range of studies It can be said that by the help of the assessment of an individual’s employability, th4 desirability of the individuals within the workplace setting can be measured. This particular factor helps in determining the skills and knowledge that are possessed by an individual based on which recruiters make decisions for hiring candidates. Furthermore, it can be said that employability is the state of obtaining, transferring, and practicing personal as well as practical skills, qualities, strengths and attributes which in turn helps in distinguishing an applicant/ candidate and/or an employee as an eligible candidate for ensuring advancements in their career growth. In order to develop the desired level of employability within an individual, both academic as well as background experience are of significant importance. This is because, with the help of academic achievements, an individual can enhance his/ her educational competencies, knowledge and skills which the person can incorporate in their professional field to achieve excellence. Furthermore, any kind of background experience, that is, his/ her job experience, is likely to enhance the potential and competencies of the individual in their specific work field which further enhances their chances of employability. 
[bookmark: _Toc59122808]2.2 Key employability skills 
It is necessary for every individual to possess certain key skills in order to improve their potential for employment. Some of the major employability skills are described below:
1. Organizational skills of an individual- It is necessary for an individual to possess certain organizational skills like a planful and organized approach towards work, and to have a proper track of their work. It is evident that not many individuals have a proper action plan and approach towards work making it difficult for the individual to get employed (www.gov.uk 2020).
2. Self-motivation and an initiative approach- Initiative approach towards work is very essential in the workplace. It is necessary for employees to be self-reliant and have the confidence to portray their ideas and skills without hesitation.
3. Handling work pressure- It is necessary for the employees to meet the targets and objectives of the organization within the stipulated time frame to improve the reliability of the organization on themselves.
4. Communication and problem-solving skills- a good communication is necessary to build the first impression of a personality. Problem solving skills helps in improving the efficiency of the individual and promotes employment.
[bookmark: _Toc59122809]2.3 Ways to improve employability skills 
In this section of the report, the different ways in which employability skills can be improved among candidates have been discussed. In order to be competent and be capable enough to grab a dream job, applicants/ candidates/ students or even employees are required to improve their employability skills. Some of the most significant ways of improving employability skills have been listed and discussed in the following section. 
1. Recognition of the skills and qualities that are already possessed by an individual 
Firstly, an individual is required to find out the skills and the qualities which he/ she already have. This can help the individual in identifying his/ her strengths being confident in his/ her areas of strengths. Additionally, this can help in determining the shortcoming of the person. 
2.. Acquiring experience relating to areas in which the person wants to have a career in the future 
Part time jobs or any other work experience are most likely to develop transferable skills within a person (www.cityofbristol.ac.uk 20200. In order to develop employability skills, a person is required to develop his/ her background/ work experience. This can give example opportunities to the person in getting hired in a desired position. 
3. Volunteering free time
Volunteering free time helps a lot in enhancing the level of confidence, responsibility and self-awareness within an individual. These are some of the key competencies that are sought among candidates by recruiters. In addition to this, an individual can enhance his/ her soft skills and encourage personal and social development which in turn can help in enhancing chances of employability. 
4. Considering the skills and qualifications that are needed 
Another significant way of enhancing employability skills is to identify the skills gaps within oneself. By the identification of the shortcomings, the person can work towards the development of his / her shortage of skills. In this way, employability skills can be enhanced. 
5. Thinking beyond the traditional routes in order to drive a desired career 
In regards to this particular way, it can be said that a person is required to move out of the traditional ways to skill development and opt for a range of other, extracurricular activities and academic courses. This can help an individual in enhancing his/ her skills and competences and gain a wide range of knowledge which can help the person in enhancing his/ her employability skills toa significant extent
[bookmark: _p02j5fbzsqqo][bookmark: _Toc59122810]3 Brief analysis of own employability skills
Employability skills are known to be the personal qualities that are needed in order to work anywhere and make one employable. Employability skill is also known as transferable skills or soft skills. These are the skills that are separate from any technical skills of an employee and can be applied in any form of work in a significant manner. Some of the examples of the on employability skills are such as hardworking, dependable, and so on. Employability skills are the most essential skills along with the experience and technical skills that help in thriving in any workplace in an effective manner. In today’s competitive market, it is important for one to stand out from the competition in an effective manner in any workplace. 
[image: Employability skills]
Figure 1: Employability Skills
(source: Collet et al. 2015)
With employability skills, one can stand out in any competitive market (Suleman, 2016). In any job profile, a good degree in a particular field or subject is important and can be availed with any good candidate. On the other hand, employability skills are the skills that help in bringing a different angle to any work.  There are employers who make employing decisions after making a brief analysis of the employability skill of any employee. If one is being able to explain a detailed emphasis on their own employability skills then it will be easy for the employee to get hired more conveniently. These are the skills that are also known to be communication skills, enterprise skills, and work place skills. Some of the own employability skills are discussed below:
Communication Skill – It is known to be one of the most important skills of employees as well as academic students. It is very essential for employees and students that they are being able to communicate with others in a clear manner. The ability to work together depends on the ability to communicate with others clearly. Most of the time, for any employees or any students, in order to perform any work or grow a career, it is important for them to communicate well with any customers or colleagues. One can improve their communication skills by working concertedly on allotted projects and course works in the university or by forming a group of study with friends.
Teamwork – It is very essential for any person to be able to work in a team. While working in a team, a person will be able to gain knowledge regarding the solving of any problems or regarding the solving of conflicts in an effective manner (Ornellas et al. 2019). Any work or any business thrive when there is a group of people involved in the work and in order to do work in a group in an effective manner, it is important that the employees are having the characteristics so that they are being able to work together as a team. 
Organisation and management – It is very essential that a person has the ability to organise as well as manage the resources available along with the time. Organisation or ability of organising is known to be the soft skills that every employee or student should have in order to grow in an effective manner. Being organised makes life and work a lot easier and serene. Management is known to be the set of principles that relates to the function of directing, organising, planning, and controlling. In order to achieve the goal that has been set it is important that one knows how to organise and manage resources as well as time. 
Critical Thinking – Critical thinking is known to be the ability in which one has the ability to consider a problem along with any argument or piece of any information and a judgment can be formed. Critical thinking highly involves aspects such as thinking that is logical as well as creative. Critical thinking is known to be the process of the intellectual discipline in which one skillfully applies and conceptualizes, synthesizes, and analyzes various information that is gathered by implementing observation, reflection, experience and communication, and so on. The four basics of critical thinking are to analyze, present, evaluate, and analyze.  
Leadership – It is one of the most important skills that an employee or a student should have. Leadership skill is known to be the mapping out skill in which one decides how to map others in a significant manner (Osmani et al. 2019). Leadership is known to be the skill in which one has the capability to motivate others and while setting direction make sure that the leader can guide people in a significant manner. Maybe a person is not acting as a leader but then also it is important to have some of the qualities like a leader in a significant manner so that the person can guide others and motivate others in achieving the goal. 
[bookmark: _cloi1z3m7et4][bookmark: _Toc59122811]4 Conclusion
From the above discussion, a conclusion can be made that academic and employability skills are important for any person. In this study, a comprehensive overview of the concept of employability has been defined along with its related aspects. At the same time, a brief analysis of the self-possessed employability skills has been outlined in this study. The study has shed light on various inclinations of employability and academic skills. A discussion has been made on the concept of employability skills, in his study. In addition to this, key employability skills have been assessed in this study in detail. Some of the key employability skills that have been discussed in this study are such as organizational skills of an individual, self-motivation and an initiative approach, handling work pressure, communication and problem-solving skills, and so on. Moreover, the study has shed light on how various ways in which employability skills can be improved. Some of the ways that have been discussed in this study are such as recognition of the skills and qualities that are already possessed by an individual, acquiring experience relating to areas in which the person wants to have a career in the future, and so on. At last, a discussion has been made on the own employability skills. 
[bookmark: _Toc59122812]Task 2
[bookmark: _Toc59122813]5 Introduction 
A reflective journal is known to be a detailed account of your work that helps in analysing your own experiences that you have gained while writing the reflective journal. Writing a reflective journal provides us an opportunity in order to make our work that we can do while implementing the learning that we have learned from self reflection. In this reflection, I will present a self assessment on various topics such as paraphrasing, Analytical and critical thinking skills, Summarising, CV writing with the help of Gibb’s method cycle. 
6 Overview of Gibbs Reflective cycle 
Gibbs reflective cycle helps in providing a framework with which we can make an evaluation in our work and with that evaluation we gain experience about our own knowledge and writing. With the Gibbs reflective cycle we get to know about our work and can express our inputs, feelings as well as our thoughts effectively (Adeani et al. 2019). 
[image: Gibbs' Reflective Cycle - Helping People Learn From Experience]
Figure 2: Gibbs Reflective cycle
(Source: Sekarwinahyu et al. 2019)
The Gibbs reflective covers six stages:
Description - We can describe the assignment 
Feelings - We make an assessment of our feelings
Evaluation - We tend to evaluate both negative as well as positive experience
Analysis - The experience gained by us are being analysed
Conclusion - Through this we give final explanation
Action plan - We make plan to make our work better
[bookmark: _Toc59122814]7 Paraphrasing
Paraphrasing is known to be the restatement or different expression of the meaning of any passage or the text (Elizalde Esain, 2017). Paraphrasing is the word in which the meaning of the word remains the same but the paragraph or the passage is being written using different words of the same meaning.  
[bookmark: _Toc59122815]7.1 Description  
Being a student, I have come across a certain situation where I have seen people due to the lack of the skill of writing any assignment has led to plagiarism and appropriation as they have practiced paraphrasing. Most of the time I have experienced, that the paraphrased discussion do not meet the quoted ideas and expression of my own. Paraphrasing often is known to be the writing practice which is not considered to be good. 
[bookmark: _Toc59122816]7.2 Feelings
In my opinion it is not good to paraphrase any information or write up line by line. It is important that when we are writing something we understand the topic and gain knowledge about the topic and then we write the assignment giving our own thoughts and feelings. I feel very bad when I see people paraphrase their assignment without gaining proper knowledge about the topic.  
[bookmark: _Toc59122817]7.3 Analysis 
I believe that students do paraphrasing due to the lack of the knowledge about the subject and the lack of critical thinking. For writing any assignment in accordance to my personal experience I can say that critical thinking is very essential. Of Course we should have the knowledge about the subject and we should have the zeal to write something giving our own thought and the expression in an effective manner and critical thinking helps in growing that zeal in us. 
[bookmark: _Toc59122818]7.4 Evaluation
Academic students should be aware about the misconduct that they have to go through if they are caught paraphrasing something. Most of the time paraphrasing leads to plagiarism and sometimes the paraphrasing of any line changes the meaning of the line very poorly. While writing a good write up or paper, I have tended to experience certain barriers and obstacles. However, overcoming those barriers is a challenge that I think is important to overcome. 
[bookmark: _Toc59122819]7.5 Conclusion  
I think it is important to write assignments giving our own views taking assistance from various research papers but should not paraphrase their information. It is important that we give our own thoughts while doing any projects as paraphrasing is very monotonous and boring. 
[bookmark: _Toc59122820]7.6 Action plan 
In order to enhance me in terms of writing my assignment and projects I think I should practice some write ups of my own thinking. It will enhance my thinking capability and I will be able to present projects that are not paraphrased and are of my own creation and thinking ability. 
[bookmark: _Toc59122821]8 Analytical and critical thinking skills
Analytical and critical thinking defines the person who has the capability to use their logic along with the critical thinking so that they can analyse any situation in an appropriate manner (Cottrell, 2017). Analytical and critical thinking skills makes a person able to make reasonable judgments which are highly logical and of well thought. 
[bookmark: _Toc59122822]8.1 Description
Being a student, I have understood one thing that it is very important that I have critical and analytical skills in me through which I will be able to make analysis on situations and will be able to judge the situation accordingly. While writing any assignment for me it is important that I use my analytical as well as critical thinking so that I can make an appropriate assessment of my writing. 
[bookmark: _Toc59122823]8.2 Feelings
I feel that analytical and critical thinking brings a great skill of understanding any situation and we can make appropriate assessment of the situation that we have gone through. For writing any assessment of high quality, it is important to use our analytical and critical thinking so that the assignment can be more connected with the reader. 
[bookmark: _Toc59122824]8.3 Analysis
I think due to lack of appropriate use of analytical and critical thinking skills, a lack of rational and clear sense of thinking in the assignment can be seen. This can lead to failure of giving a meaning assessment to the assignment or in our writing.  Analytical and critical thinking helps in providing proper observation, interpretation and so on. 
[bookmark: _Toc59122825]8.4 Evaluation
Critical thinking gives us the ability to write our assignment implementing appropriate rationalisation and understanding which is very important for any project and assignment. There is a major difference between analytical and critical thinking is that analytical thinking takes initiative in order to divide the complex information into smaller parts. On the other hand, critical thinking takes initiative in order to take knowledge from outside for evaluating any information. 
[bookmark: _Toc59122826]8.5 Conclusion
I think in order to keep rational, sensible and logical thinking in the assignment and in order to make an assignment attractive, analytical and logical thinking skill is very important to implement. And in order to improve the writing style of the assignment to make it more attractive, analytical and critical thinking should be enhanced. 
[bookmark: _Toc59122827]8.6 Action plan
 I have decided to enhance my critical and analytical thinking so that I will be able to write assignments that are more logical, sensible and rational and can appropriately and effectively connect to the readers.  I have decided to evaluate my thought process in more effective ways so that I can enhance my critical and analytical thinking. I have also decided to practice problem and conflict solving practice so that I can be more logical and can enhance my critical and analytical skills. 
[bookmark: _Toc59122828]9 Summarising
Summarising is known to be the explaining of the ideas that are to be gained in a very short form while making an explanation on something in a significant manner (Bertens et al. 2016). Summarising in most of the time takes ideas from others and shares the idea in details giving own thought using maximum part from the information of the original source without making any changes in the meaning of the original paragraph. 
[bookmark: _Toc59122829]9.1 Description
I use summarising so that I can briefly present the key points of the discussion that Iam making so that a context of argument and thesis can be provided. In order to summarize any topic I make sure that I read and understand the intention of the author in a significant manner as incomplete knowledge can result in inaccurate and inappropriate summary. 
[bookmark: _Toc59122830]9.2 Feelings
I feel that summarization should be effectively done because most of the time people use summarization to gain the knowledge regarding the assignment or the writing or the topic that I have done. Summarisation according to me should be done in such a manner that the reader can understand the intention of the study and what I have described in the whole process of the writing. 
[bookmark: _Toc59122831]9.3 Analysis
I have analysed that a proper summarisation is important as it helps in bringing the main and the key points to the notice of the reader. An effective summarisation highlights the main findings of the assignment so that the reader can easily make assessment about what are the topics that have been covered in the projects. It helps in bringing an understanding to the reader whether to proceed or not. 
[bookmark: _Toc59122832]9.4 Evaluation
In my opinion effective learning is something in which I will be able to identify and understand the key details and the main points of the projects. According to me, I think Summarising effectively is like panning for gold. An efficient summarising helps in bringing a different angle into the learning that I have done. 
[bookmark: _Toc59122833]9.5 Conclusion
It is very important that we summarise the key and major points in an effective manner so that we can be able to make an understanding about the learning and reader can connect to the main points without even going through the whole assignment and they can have zist available to know about the study. 
[bookmark: _Toc59122834]9.6 Action plan
In order to improve my summary writing capability I have decided to write down a summary for each of the learning so that I can improve the skill of writing effective summarization. 
[bookmark: _Toc59122835]10 CV Writing 
It is important that one presents an appropriate and attractive CV in order to lure employers towards them (Simkins and Coney, 2018). CV is known to be the document that aims in convincing the employer in the initial stage that the applicant is worth for the job and skillful for the position. 
[bookmark: _Toc59122836]10.1 Description
I think creating an effective CV means that I am being able to create my personal brand in front of the employer to make them understand how much I am worth the position I am applying for. In CV I portray my brand in terms of the Knowledge, Attributes, skills I have, and other necessary employability skills that I have implemented in me. 
[bookmark: _Toc59122837]10.2 Feelings
I feel it is very important that I am able to create and develop a CV that can introduce me and my skills to the employer seamlessly and easily. It is like I am branding myself so that employers can understand what is good in me and why I am appropriate for the position. 
[bookmark: _Toc59122838]10.3 Analysis
I have analysed that in most cases people do not get calls from employers as their CV is not attractive and have not been able to create that magic so that the employer feels connected with the CV. and gives proper response to the applicant.  
[bookmark: _Toc59122839]10.4 Evaluation
I have evaluated that the applicant should give their information and about their skills in an appropriate way so that the employer knows what skills are matching with the needs of the employers so that they get attracted towards the CV of the applicant. 
[bookmark: _Toc59122840]10.5 Conclusion
It can be effectively concluded that one is making a CV more attractive so that they get response from their employer they have applied job for. I myself have seen CVs of people get rejected due to inappropriate format despite their appropriate knowledge, skills and experience for the job. With a CV it is important that you write a cover letter so that it looks more attractive to employers. 
[bookmark: _Toc59122841]10.6 Action plan
I have decided to take assistance from various teachers and lecturers at the time of writing my CV and practice making an effective CV eventually. 
[bookmark: _Toc59122842]11 Recommendation 
Some of the recommendation is given below:
· We should avoid changing around or switching around some word of the author instead use your own thinking in the writing by understanding the term. 
· In order to enhance the analytical and critical skills it is important for us to learn how the learning is being done effectively.
· The students should use summarisation strategies so that they can improve their writing and avoid irrelevant information. 
· In order to make CV attractive, I think we should use a proper email address because a lot of time people get rejected due to their casual email address. 
[bookmark: _Toc59122843]12 Conclusion 
In this reflection, I have presented a self assessment on various topics such as paraphrasing, Analytical and critical thinking skills, Summarising, CV writing with the help of Gibb’s method cycle. 


[bookmark: _Toc59122844]13 References
Adeani, I.S., Febriani, R.B., Syafryadin, S., Mangana, A.V., Kurniawan, E., Ananda, J. and Maryam, S.,2019. Using GIBBS reflective cycle in making reflections of literary analysis. Indonesian EFL Journal (IEFLJ), 6(2), pp.139-148.
Bertens, R., Vreeken, J. and Siebes, A., 2016, August. Keeping it short and simple: Summarising complex event sequences with multivariate patterns. In Proceedings of the 22nd ACM SIGKDD International Conference on Knowledge Discovery and Data Mining (pp. 735-744).
Cityofbristol.ac.uk. 2020. 7 Simple Ways To Improve Your Employability. [online] Available at: <https://www.cityofbristol.ac.uk/news/how-to-improve-your-employability/> [Accessed 16 December 2020].
Collet, C., Hine, D. and Du Plessis, K., 2015. Employability skills: perspectives from a knowledge-intensive industry. Education+ Training.
Cottrell, S., 2017. Critical thinking skills: Effective analysis, argument and reflection. Macmillan International Higher Education.
Elizalde Esain, A., 2017. English for Academic Purposes: The Challenge of Paraphrasing.
GOV.UK. 2020. Skills For Employment: Assessing Training And Support. [online] Available at: <https://www.gov.uk/government/publications/skills-for-employment-assessing-training-and-support> [Accessed 16 December 2020].
Ornellas, A., Falkner, K. and Stålbrandt, E.E., 2019. Enhancing graduates’ employability skills through authentic learning approaches. Higher education, skills and work-based learning.
Osmani, M., Weerakkody, V., Hindi, N. and Eldabi, T., 2019. Graduates employability skills: A review of literature against market demand. Journal of Education for Business, 94(7), pp.423-432.
Römgens, I., Scoupe, R. and Beausaert, S., 2020. Unraveling the concept of employability, bringing together research on employability in higher education and the workplace. Studies in Higher Education, 45(12), pp.2588-2603.
Sekarwinahyu, M., Rustaman, N.Y., Widodo, A. and Riandi, R., 2019, February. Development of problem based learning for online tutorial program in plant development using Gibbs’ reflective cycle and e-portfolio to enhance reflective thinking skills. In Journal of Physics: Conference Series (Vol. 1157, No. 2, p. 022099). IOP Publishing.
Simkins, B. and Coney, K., 2018. What do graduate employers want in a Curriculum Vitae? Designing a student-friendly CV rubric that captures employer consensus.
Suleman, F., 2016. Employability skills of higher education graduates: Little consensus on a much-discussed subject. Procedia-Social and Behavioral Sciences, 228, pp.169-174.


Page 6 of 19

image1.png
Self-management Teamwork Positive attitude Thinking skills
Communication Willingness to learn Resilience




image2.png
Reflective
Cycle





