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[bookmark: _Toc39781406]Introduction
The academic skill is those soft skills that students learn in academic classes and sessions. The academic learning is a platform that facilitates the learner with the beginning of the journey to professional life by emerging the skills that are required in professional life and guiding the student with the preparation for those skills. In the academic sessions, besides the soft skills, some hard skills are also taught. This report is about academic and employability skills based on the skills that I have learned in academic classes. The whole report has been explained into two parts where the first part describes the skills with essay and the second part describes the academic learning with my observation.  
[bookmark: _Toc39781407]

Task 1
In profession, a professional needs two types of skills which are academic skills that relate to the theoretical knowledge and models about the profession and the employability skills which refers to practical knowledge or ability to perform. The academic and employability skills allow an employee to develop a career or profession complying with the needs and requirements in the performance, improving the performance, and growing the skills for future growth in the career and profession. I am a student and planning to work as an HR executive in my career. This part of the report is based on my professional perspective about the employability and academic skills required for profession and career development in my profession. 
[bookmark: _Toc39781408]Time Management Tools and Techniques
In career and profession, the most important thing is the management of time in line with the tasks and duties. An organization or company which recruits employees has the motive to get productivity increased with experience. Managing the tasks and operations on time is one of the major requirements for an employee. In my planned profession as an HR executive, I need to handle a lot of operations in this organization regarding the operations and tasks of other employees. So managing them on time is a challenge for me. So to comply with these tasks and operations with related time, I need to follow and imply some tactics so that I can manage the time and operations. Here in this portion of the report, some tools that can be followed for the improvement in the time management are highlighted below: 
· Using a time management plan where the tasks are listed: The use of a list according to the time is a popular method which is followed by most of the professional people who are in a load of pressure with their tasks and operations. The plan allows a professional to recall all the tasks and perform them promptly. In my profession, I need to handle a lot of operation since I am concerned with the resources planning task in the organization. The time plan allows me to do all the tasks and operations accordingly with proper plan and assumption (Reddy, 2017). 
· Working with a list:  The listing of the task and operations is another part of the time management plan. With the list, a professional can easily plan for the day to day work with the time that is required for tasks. Since I have to handle a lot of operations this is more effective for me to make a list for everyday tasks and operation before the day or before the beginning of the day. This allows me to remember all the tasks and operations that I need to carry out in the day. 
· Organizing the list with priority: In a day for a professional, there are a lot of tasks and operations that are needed to carry out. Not all the tasks and important and crucial. Some have more priority than other tasks. The list should be done in such a manner in which the important and crucial tasks and allocated in a comfortable time for the professional in which time professionals can conduct the task with efficiency and within the time. As an HR Executive, my first and foremost duty is to allocate resources to the workers and brief them about their duties which is always in the first of my day to day working list (Davidson, 2002). 
· Time management Technology: The technology in modern times, has made life and activities easy for every human being. There is technological use in managing time such as a planner app, a reminder in mobile phone, alarm clock, computerized program, an AI system in notifying tasks at different times are the common technologies that can be used in time management. For me, the most common tools are the computer where the listing will show the time with notepad and the smartphone which makes an alarm in due time for any task with the reminder apps (Griffith, 2016). 
· Organizing the time: Not just listing and making a plan will allow a professional to comply with the time. Within the plan organizing the time according to the task and its contribution is also required for a professional. Different tasks require different schedule and length of time. Organizing the tasks according to the time requirement with assumptions will allow a professional to take the time plan efficiently and do the task accordingly. Within my duties and responsibilities, there is a lot of work that I know how much time would require for the completion of those tasks. The assumption allows me to organize the task accordingly with day to day plan.
[bookmark: _Toc39781409]Professional Development Plan (PDP)
To develop the profession and career, a professional needs to develop own performance in a career to make a smoother way to go up in the profession. The performance requires skills and abilities to develop the profession and to work with a development plan in the performance as well as in the career. As an HR executive, I will require to develop my skills for handling the operations skillfully and efficiently. Here in this portion of the report, the plan that can be followed for development in the profession are stated below: 
· Making self-assessment on career: In a career, the focus on the tasks and responsibilities reflect a professional’s skills and abilities (Cottrell, 2010). The assessment of the skills and abilities is done with the professional for the motive to evaluate the efficiency of performance complying with the skills and abilities requirements. In my profession, I also imply self-assessment for evaluating my performance complying with my position.
· Developing the assessment on an individual level: The evaluation of the skills and requirements of the position allows us to consider the assessment on an individual level. In my profession, I developed my assessment program with my tasks and responsibilities. 
· Complying the plan with the goals and objectives of the organization: The professional growth is to be compliable with the development of the organization. An organization will facilitate career growth with the motive to have benefited from that professional. So a career growth plan should be compliable with the organization. 
· Evaluating the skills and make a plan to develop them: With this process, a professional gets the idea of which skills need to be developed for the development in the plan. From my observation in my career, I planned for having some communication and interaction skills for the development of my career in this company (Scales, 2011). 
· Analysis of existing professionals: The existing professionals and their skills & experience analysis allow a professional to understand the whole scenario of the organization for and plan for the development in the profession. I am planning to analyze the history of the professionals in the HR department and making plans accordingly. 
	What are my development 
objectives?
	What activities do I need to undertake to achieve my objectives?
	What support/resources do I need to achieve my objectives
	The target date for achieving my objectives

	Improving communication skills

	Constant practice with teammates to be fluent and concise
	Help form instructor and teammates and video tutorials on youtube
	Dec of 2020

	
Developing time management skill
	Organizing daily tasks as practice for the project, practicing with mock project management
	Management lessons from instructor and reading material on time management
	Aug of 2020

	
Research skill
	Practicing using a plethora of interesting topic
	Reading materials, instructors input on finished reports, help from mates with a discussion of the subject matter
	March of 2021

	
Enhancing team-building skills
	Group work and role-play activities to be a leader of the team and a member as well to increase the ability of the team
	Help from teaching to set up scenario and team, support of the team members, team-building strategies and theories 
	Dec of 2020



[bookmark: _Toc39781410]SWOT Analysis
SWOT analysis is a tool that helps to evaluate the internal and external factors of strength and weakness. It is an effective tool to reflect the current status and prospects of a certain organization, factor, or person. Here I am providing my SWOT analysis on my profession. 
Strength:
· The main strength in this profession is that the position is related to management which allows to understand and imply the strategies of management and learn about the procedures of management which helps in a future career.
· The tasks and operations in the HR profession are technical which helps in developing the skills.
· Handling different employees helps to develop communication skills.
Weakness:
· There are a lot of tasks for HR professional which makes it complicated. 
· For the HR professional, the hard skills or practical skills are implied in a little portion. 
· Less experienced in this field lacks me to handle such responsibilities and duties. 
· Monotonous and continuous tasks and workload in the profession.
Opportunities:
· The area of HR duties and responsibilities is vast which facilitates exploring the whole organization and learn.
· The growth of careers in the HR profession is greater compared to another profession. 
· Business tactics and ethics are implied by the HR department which helps in learning the business and emerging into the world of business. 
Threats:
· In the HR department, the competition of the professional is huge.
· Job security is less than another profession.
· The tasks are sometimes more complicated that it becomes sophisticated for the professional.
[bookmark: _Toc39781411]Advice from recruitment agencies
The world of business organization requires different professionals as the employees for the interaction of the tasks and operations of the organizations. For the professionals, there are different skills and requirements that most of the organizations search for utilizing the skills and talents of the employees in business organization and optimize them for a better return. Some different agencies and institutions are involved in providing efficient employees for organizations. For the employees, the agencies suggest different activities that can be followed by professionals for the development of the individual career. Here are some of the advice from some top recruitment agencies. 
· Building a relationship with other employees: The relationship with other employees of the organization allows employees to conduct the operations smoothly and be organization centered (Abdullah, Yoke and Zakaria, 2013). It also helps with developing communication skills and share collaborates with skills and learning process recruitment agencies. 
· Technological knowledge: Technology is getting more crucial in business and organizations. So having technological knowledge will bring advantages to the profession. The agencies suggest different professionals be updated with technological skills more.  
· Communication skill: The world is now based on information and communication technology. The person who is developed with communication is desired by most of the organizations. 
· Confidence: without confidence, a person cannot conduct an operation smoothly and efficiently despite being skilled. With confidence, the success rate raises more in the business world and professional operations. 
· Targeting with a proper plan: The suggestion of recruitment agencies for professional development includes fixing career target and plan accordingly which allows to achieve the target and develop the profession. 
[bookmark: _Toc39781412]Reflection of my progress
As I am working as an HR professional, I need to have different skills set for complying with my career and profession. The skills include theoretical and practical knowledge about the work field. In the academic classes, I learned about the theoretical knowledge and models that helped me in my professional life. I learned different business terms which helps me in implying the knowledge in the operations in this profession. From the academic classes, I learned how to communicate and interact with the people and the skills that I need for the profession in the future. With the knowledge, I developed my skills setting the goals of my career. From the class, the theoretical knowledge has been varied and the lecturer also highlighted which practical skills are required for the profession. I prepared myself with the soft and hard skills depending on the learning from the classes and lectures. Overall the classes and lectures were so helpful for me to prepare myself for this competitive profession. 
[bookmark: _Toc39781413]Task 2
The academic classes are great sources for learning and developing skills for professional and career growth. I had my academic classes where I learned a lot for preparing my career and professional growth in my future. This part is about the reflection of those learning from my classes and lectures. In this part, I will describe the skills and competencies that I have learned and my observation about those learning in my future career. For the reflection of my learning, I will use the Gibbs model of reflection. 
[bookmark: _Toc39781414]Description
In my class, there were different lectures about academic and employability skills. Academic skills are those which are required for making an individual learn with different aspects and develop skills and opportunities. The academic skills are the skills that are rendered to a person with theoretical knowledge and varied with the basic idea about the learning process which is helpful for any student to learn from. The employability skills are those which are required for any profession or career. The employability skills can be learned with practical initiation by the learner himself (Asplund et al., 2014). 
In my class, the academic skills that have been provided are more helpful for me to learn new skills for my future profession. In the academic classes, I learned about the academic process that is required for an individual in professional life such as public speaking, presentation skills, CV writing, cover letter writing, paraphrasing, and different other theoretical analysis of the different matters. The most effective learning from the academic session were CV writing, presentation skill, and paraphrasing skills for me. 
For the preparation of the employability skills, I have learned about teamwork, Time management, communication skills, and problem-solving skills which are implied in the job section. These are the learning process that I have been preparing for my academic learning. In the academic classes, the teacher provided us with detailed information about learning these skills which helped me much to prepare for the skills and develop the skills. Moreover, in the academic classes lecturers also showed some mode and techniques which can be followed for developing the skills required for professional and career development. 
[bookmark: _Toc39781415]Feelings
From my academic lectures, I have learned a lot about professional life and the requirements for the development in professional life. The most devastating thing in learning is the realization of my talents and skills and setting the goals accordingly. From my observation, the things that I have learned from the academic session helped me with formulating my goals and objectives with my profession and work for my personal development. 
Leaning from my classes has various positive effects. From academic learning, I concluded that learning is a continuous process that helped me to be focused on my lessons. Being focused on the lesson allows me to learn more and imply those in my perspective so that I can observe my skills. The learning process from the academic classes has several benefits for me such as developing my skills with my efforts, continuous learning, having an idea about professional life before entering the profession, presentation skills, communication skills. Mostly the basic skills that are required for a professional for his or her career are taught in the academic classes. With proper utilization of the academic classes, one can also develop hard skills for the profession with the suggestion and guide by the lecturer. One can practice practical skills and get instruction about practical skills and their effectiveness in the profession.  Overall my lecturer helped me a lot with my preparation for career and job. In the classes, there were a lot of sessions and programs where some practical skills were directly shown by the lecturer for motivating the students. I have been motivated with those activities and also the lecturer motivated us about practicing for developing skills personally which helped me most (Allen, 2011). 
[bookmark: _Toc39781416]Evaluation
In my personal opinion, the classes in the academic session helped most of the students in a great deal. For me, the academic classes were the basic start-up for my journey towards my profession. The academic lectures and classes helped me with different things. Most of the benefits are as follows: 
· The most effective thing for my profession is presentation skills. In the class, there were different presentation program which helped me to overcome the lacking of presenting in front of the audience. This also raised my confidence in interacting with more people. 
· Research skill is the skill of observing a matter and writing it with own words which helps me create a new report in my profession. In the HR profession, HR professional has to report to the management based on the activities of the employees and workers under the HR professional which requires paraphrasing skills (Creamer, 2013). 
· Another important thing has been varied from my academic classes is CV writing and cover letter writing which is the first initiation of the job application process. A cover letter is important for convincing the employer with own words. A standard CV is important for attracting the employer to call the applicant for the job or interview. In the class, I have learned to write proficient CVs and cover letters.  
· Teamwork is an important phenomenon in professional life especially for the management and HR-related profession. In the classes, the lecturers have taught us about teamwork and its importance. In different sessions and gatherings, teamwork would reflect practically on the class by the guidance of lecturers and teachers which helped most of the students to learn about teamwork and imply practical life. 
· Negotiation and communication are a must for every profession. Since the communication skill is required for all profession, the communication mode and its importance have been taught by the lecturers. I have also experienced to communicate formally with another team of my class in different sessions and scenario activities. The presentation program helps in raising the communication skills guided by the lectures (Docherty and Fernandez, 2014).
· Another major thing that I have learned from the lectures and classes is problem-solving skills via different measures and tactics. The problem-solving skill is required for the HR profession which I am planning for my future profession. 
Overall the classes have taught me well to prepare for my profession and make development in my skills for my future career and profession.  
[bookmark: _Toc39781417]Analysis
In the classes and lectures, the lecturers and teachers have taught the student different skills. Most of them are academic skills. But with the lectures and sessions, some practical skills for the profession have also been practiced in the classes. Some of the skills that I have learned from the classes and sessions are stated below: 
· Presentation skill: The presentation skill is the most important skill for my profession which I have learned from the classes and session. In the class, there were different sessions and seminars where each student had to take part in. I also participated in a different presentation which helped me with learning the presentation skills (Honey and Mumford four Learning Styles, 2017).
· Communication skill: Besides the presentation skills, communication skill is also important for each profession which has been taught by the lectures in the classes. The student also communicates among themselves and with the lecturers and teachers which were helpful for students to understand and interact with communication methods. 
· Research: this skill refers to obtaining data and creating reports or information and writing in own words to reflect the thoughts about the matter. In the class, the paraphrasing and note-taking abilities have been rendered to the students which are helpful for the student in applying report formation in the profession. 
· CV and Cover Letter Writing: CV writing and cover letter writing are the first initiations of the job application process. A cover letter is important for convincing the employer with own words. A standard CV is important for attracting the employer to call the applicant for the job or interview. In the class, the lecturers have provided enough information about writing a standard CV and cover letter (Hillage and Pollard, 2018).  
· Team Work: Team is a better concept for performing in business than performing business operations individually. With the team, the performance is enhanced for business and collaboration among the members of the team. The teamwork and its aspects have been taught in classes and lectures. 
· Problem-solving: The problem-solving skill in the academic classes are taught with practical examples. Such as analytical problem, mathematical problems are taught in the classes and sessions which are required for most of the managerial and HR-related profession (Jones, 2017).
· Time Management: In every profession time management is very important to keep pace with the operations of the organization and with competition in the job market. 
[bookmark: _Toc39781418]Conclusion
From the overall discussion, the analysis of the academic and employability skills, it can be observed that the skills are the result of learning which begins at the academic stage of a student. With the learning habit of a student, he or she can imply different modes of different learning strategies for developing skills. The implementation of the learning process is the result of academic classes and lectures. In the academic classes, both employability skills and academic skills are taught. It is up to the student who is to catch the things up and imply in practical learning. The academic classes are the beginner of the journey of professional life, without academic learning a man scarcely improves the learning habit. 
I have started to learn about the skills and techniques in the academic classes where I used to realize my talents and skills. I took suggestions and guidance from the lecturers for the development of my skills and learning new skills. I have learned about presentation skills, communication, public speaking, negotiation, CV and cover letter writing, and problem-solving skills. The lacking of my skill that I can observe is the advanced computer knowledge that I have to learn and develop in me. 
[bookmark: _Toc39781419]Action Plan
It is a known fact that all skills must be practiced to enhance them and so I must do the same to improve on my skills. To improve my communication skills I will have to practice with my mates so that I can deliver information clearly and concisely. The leadership and team-building skills can be practiced through role play that I can do with the group members and this will also improve our compatibility. Time management is a very important skill and this can be utilized in our day to day activities making my daily tasks more organized and at the same time, I will be able to get all the important work done in time without forgetting any of them. The research and paraphrasing skills in my case can be sharpened through constant reading and picking up an interesting topic to research on. This will also make me a very informed individual which is always a good thing in the business world. Researching will also help me learn theories that can be implemented in my day to day career activities making my work informative and reliable for the company. And for learning advanced computer skills I will opt for getting training from computer institutes. 


[bookmark: _Toc39781420]Conclusion
The overall report has been conducted on academic and employability skills which are the trends in the skillset for the professional in the business and management world. In professional life, these skills help develop the performance of a professional and making career growth smooth. The whole report has been described with the aspects of academic skills and employability skills for a professional which a student can learn and prepare from the academic session and classes. 
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