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[bookmark: _Toc5837362][bookmark: _GoBack]1.Introduction
This is a reflective paper based on the module of academic and employability skills which focuses on my academic and employability skills mainly and the ways of improving it. Academic skill broadly refers to the skills that were learned in school, college, university or mainly in any institutions (Krenus,2012). On the other hand, employability skills define what the employees need to possess in order to work effectively in the workplace. At first, basics about both academic skills and employability skills are mentioned. Then my 3 academic skills which help to shape a career are discussed. Then my strengths of academic skills are elaborated. In the same way, the employability skills that I possess are described and how to shape my career with these skills are related. After that, gaps of skills both academically and employability are found and highlighted. The ways ofimproving my skills are also explored.
[bookmark: _Toc5837363]2. Academic skills
The way one leans a particular thing is basically called academic skill in a broader sense. Academic skills involve ways of learning while studying. It is also called studyingstrategy.General approaches to learning are mainly focused on academic skills. There are various academic skills which help us to learn. Academic skills are mainly the ways one applies while studying. At first, academic skills are shown in the chart below.

Figure: Academic skills
Source: (Gilbert 2011)
The ability to understand a certain topic or criteria of an issue is the primary focus of the skills of academics. Without understanding a certain topic, one cannot learn about that topic. After understanding, remembering about that topic is also important. Remembering a certain topic helps to enlighten other people by projecting the knowledge gained. Proper understanding leads to proper remembering. Reading and listening are two important criteria for academic skills. Reading helps to understand which topic is to learn (Pitan,2016). Reading helps to encode the information from the perspective of the writer and the reader also understands the topic in his or her own way so that he can critically think and analyse about it. Generation of ideas may also take place through it. After that, the reader also thinks about the topic subjectively. Listening is also another academic skill for many. Listening enables toquestion the speaker and clear out the confusion. Writing also helps to remember a certain topic. Writing clarifies various information and it helps to keep a record of what was learnt. Flashcard means taking notes in a very short way so that only gist of the item is noted down. Flashcards help to learn very quickly as only the keywords are presented in a piece of paper. The acronym means the abbreviation of the first letters of the word. For example-NATO which stands for North Atlantic Treaty Organization. It is a very effective remembering technique while studying. Again, mnemonic means organizing words for remembering and learning. It helps to improve memory. Lastly, time management is also one of the main aspects of academic skills. Managing what to do when and executing the task effectively is part of time management. It helps to keep organized and enhances learning.
[bookmark: _Toc5837364]3. The academic skills that I possess which will help to develop my career
The academic skills that I possess help me to learn properly and accurately. Appropriate learning is the key to develop knowledge about the work field of a certain domain. So, I believe, academic skills lead to the development of my career.  Few academic skills of mine are described.

Figure: My academic skills
Source: (Philpot,2013)
 Firstly, note taking is a very important step in academic skills. Here, various factors play a role. The lecture that is to be noted down is at first listened. Then that listening to the lecture is understood which is then written down. This writing down helps to store the information in memory for a longer time (Pointon, 2012). If I have a habit in taking notes, then in my job, I will also do the same which will help me to do every task that was 
ordered to do. Time management is one of the very important aspects of academic skills. In fact, time management is a very vital life hack of a human being. I can manage time quite well in every sphere of life. I maintain a routine of my daily activities every day. This routine helps to manage my time effectively. In my career, this habit will help me to use my time effectively so that I can finish my tasks assigned timely. Questioning also helps to make things clear. In academic settings, the more questions are asked, the more clarity about a certain topic is obtained. In an office setting, if I keep asking questions, then the aim of the task assigned to me will be known and, therefore, I can work according to the expectations of my supervisor. Besides, the task can be carried out in a proper way by questioning. 
[bookmark: _Toc5837365]4. Employability skills
The abilities one possessesto function in a workplace in an effective way is called employability skills. Some set of skills are required to own by an individual to function properly in an office. Without employability skills, one cannot have an effective career. The skills that one may possess as an employee are shown in a figure below: 

Figure: Employability skills
Source: (Miller, Biggart and Newton, 2013)
Communication is the main concern when it comes to employee skills. It is the key to ensure networking among the other workers. The tasks required to do and the way of doing the tasks can be known by means of communication. It mainly involves the transmission of messages in a broader sense. Networking ensures an individual’s involvement in a task and more people come to know about an employee in this way. The way one executes his or her function in a group is called teamwork. Teamwork is necessary for an office setting as most of the time teamwork is to done to execute a certain operation in an office. Teamwork ensures the quality of the task. If there is a communication gap between the workers in a team, then the team project given will be a huge disaster. Mainly sharing a common goal and working towards it is the motto of teamwork (Turner and Crenus, 2014). Globalisationaround the world has increased networking between various countries. So, the transaction between countries is mainly done by a digital platform which involves technology. That is the reason why employees these days must know how to operate electronic gadgets with internet connection so that they can connect themselves with other countries to engage themselves in employment. Nowadays basic employee criteria involve familiarity with thetechnology as these days most jobs are technology dependent. Leadership is also one of the lucrative skills of an employee. Those who have leadership skills function in a job very well and results in the improvement of office structure. Whenever there is any crisis in a work setting, an employee with leadership skills will help to tackle the crisis. Work efficiency and productivity can be ensured by oneself and other employees with the help of leadership. Management skill covers a broad area in an employee’s life. Management skills include assigning tasks to the employees who are in the lower post, setting deadlines and motivating the employees to do the task well. Even leading the company in the absence of the owner is done by the manager. The manager plans the effective measures of the company and undertakes plans to execute them. Overall, the benefits of the company can be decided with managerial skills.
[bookmark: _Toc5837366]5. The employability skills that I possess which will help to develop my career
Employability skills are crucial if I want to develop my career in any field. Employability skills include the abilities which will help me succeed in work life. The employability skills that I own are first presented in a figure then described. 

Figure: My employability skills
Source: (Hind and Moss, 2011)
Technology is my first strength of employability skills. Living in a digital era, it is an essential duty to have knowledge about technological affairs going around. Basically in office work, knowing how to use a computer and basic programs like MS Word, Microsoft Excel, PowerPoint and the way of sending emails are the most compulsory (Publishing,2014). Besides, also having knowledge about using social media for the recent update is compulsory. I possess these skills very well and these skills will help me in the networking sector in any office work. Secondly, I possess perseverance and motivation: Being perseverant in my career is important. The reason is that office work presents with many challenges. To meet these challenges in a proper and cool-headed way, perseverance is necessary. On the other hand, I am a highly motivated person which will help me push forward toward the goals I want to achieve. Highly motivated people mostly have a successful career. Management is also another important skill.Planning, time management, assigning tasks, execution etc. are included in management skills. When I will enter a career life,my management skills will help me execute that above-mentioned task which is the main target of a company. These skills will help me to lead the company in an effective manner to appoint me as a good manager.
[bookmark: _Toc5837367]6. My skill gaps and improvement
I possess different academic and employability skills for example note taking, time management, questioning, skills in using technology, perseverance, motivation and managerial skills. Still, I have various sectors to improve to work effectively in my career. The gaps in my skills and how to improve them are described in a tabular form below:
	Skills to be improved
	How to improve the skill
	How will I measure the improvement
	Target time

	Teamwork skills




	At first, the main criteria to maintain teamwork that is knowing about the team members and how to execute a task together should be acknowledged.

	Undertaking a teamwork project

	November 2019

	Revision

	Revising a certain topic after learning is to make sure by taking exams within a certain interval of time

	Attending examination

	May 2019

	Proper communication
	My communication skills should be more enhanced by keeping in touch with both the employees and the subordinates
	Marking about communication skills can be known in an upcoming meeting
	July 2019


Table: Gaps and improvement of skills
[bookmark: _Toc5837368]7. Conclusion
In the beginning, the academic skills are described then the skills are focused in detail. The academic skills are remembering, reading, listening, writing, creating flashcards, maintaining acronym and mnemonics etc. Flashcards help to summarize a certain topic and acronym is the abbreviation of the initials. My academic skills are discussed later on. The employability skills like communication, teamwork, management, leadership and technology are evaluated and then what skills I possess are explained. It is seen communication is the most vital criteria in employability skill. In the end, my gaps in academic and employability skills like revision, teamwork skills and proper communication are highlighted and how they can be improved are discussed in a tabular form.
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