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[bookmark: _Toc38820896][bookmark: _Toc498692292][bookmark: _Toc2883533]1 Introduction on Academic Report 
[bookmark: _Hlk39610002]Academic skills are identified in many schools’ colleges and universities it is taught to enable a student to learn further and retain the information that is needed in order to achieve the grades to graduate at university. 
The study skills are writing academically and reading, listening and communicating to the reader so they understand a specific text to evaluate a conclusion. Using grammar and punctuality, there different types of studying skills that are presented to help develop students and teachers build their confidence. 
Whether a student or lecture, University is a double victory for learning when asked to present assignments. The student is always learning and so is the lecture, they listen to the student and present  techniques to help complete studies taking notes, which engages the student to actively listening meanwhile presenting reflects the students level of confidence and assertiveness to deliver information clearly in front of an audience. 
Academic skills allow a student to Identify text by interrogating contents to break down each theory to define the facts to understand the subjective. With the use of digital skills research is required. Help to uncover the unknown avenues of modern digital skills there is numerous platforms to use to develop knowledge for learning development. Using data and statistics from valuable resources educates a student to identify the writer/author of a text to use as backup for the information used within an assignment, introducing that in the information is readable and specific. 
[bookmark: _Toc38820897]1.2   Evaluate own Academic skills 
I want to be able to apply and structure what I am planning in time for the actually assignment deadline to expand my academic skills, it is relevant that punctuality and grammar is accurate to conduct descriptive writing to enable higher marks. Research and Planning will take up most of my time management so I will look at the skills I can improve on and study them to ensure my attention span is focused I will take regular breaks every 40 minutes to help achieve my maximum active learning mode. 
Using different resources, For example Books from the libraries, online university and resources like Moodle, using different audios from lectures such as Microsoft teams, Moodle, Google scholar, mindtool and YouTube, are some of the many types that are accessible online and in most local libraries online workshops are available to help engage in the students development. Identifying my own my academic skills, I need support, so I investigated what support is available around the local area as, ‘In skill’ programmes also social media such as Instagram Facebook and Twitter provide updates and latest university news on public social media such as @UWTSDLib on Facebook, Twitter or Instagram. I will comprehend these platforms to initiate my skills to achieve the innovation to better gain results.
 Universities local libraries include a dedicated ‘’Academic Liaison Librarian’’, to book appointments with to provide additional teaching to academic skills. Research and Planning skills are for all aspects of life not just for university, to know the available options there are to help and support academic learning would be to research and plan using a diary. It is important to make sure information isn’t lost through mis lead verbal communication of others so to writing it down will help me achieve my planning skills and reach important meetings and schedules on time.
Communication has many forms non-verbal communication, professional writing in regards to formal structures of text that compel to resumes, cold emails (replied to), letters of mis-payments from companies to customers, live chat forums, also conference calls to other members of staff, clients of the rival companies are formal and professionally presented. 
It is in most professions that formal writing is used to instruct information precisely assertive and clear. Formal writing is actionable words to arrange a professional writing flow. Grammar would be the style of writing and how it is pronounced, there are two types of grammar when reading and defining  ‘systematic study’ and ‘English Syntax’ each has a different code of conduct a set of rules that are the obeyed when using these two grammar forms. Systematic study - the flow of words connects the description of language. Syntax English – Studying of an arrangement of words that create a phrase or words in order to complete a sentence, Richard Nordquist (2020). 
[bookmark: _Toc38820898]Digital research mobile computing, analytics and data, social networks and social media are all growing at rapid speed resources to allow the world and communication to become taps away. When researching I find I drift away and start forgetting what I am doing in order to gain the self-discipline to keep motivated I shall take regular short breaks as mention in my introduction. To keep my self-interest and not plateau my attention out of dis-interest, technology is constantly updating to gain faster connection and speed, the security and data that is held on systems can be fraudulently hacked It is important to have knowledge to keep online accounts and data protected as this modern worlds boosts to a new era of tech. Live chats to engage with customers provide a new way to communicate with customers regarding invoices and purchase orders, this data needs to be converse formally and effectively in emails too. The digital skills that are excepted in most workplaces and universities, when uncovering the unknown avenues there is numerous platforms to use digital skills to develop your assignment by using data, graphs and pie charts, Social media such as, Twitter, Facebook and Instagram, can help to communicate with peers during the course I converse better with pictures and videos for presenting to the class with the attention of the audience by showing them the physical aspects my work. 
Creative writing is used in a blog or text this is something I do already to help highlight my local gym training by providing regular updates online social media, this is main key trends for students according to the balance career an article of ‘’The importance of social media skills that employers value’  explains, The presence of social media is growing, there is a demand for specialists and social media managers to incorporate into the modern world of technology as more and more people are using social media daily to help merge connection worldwide this is great for all students and businesses. A. Doyle (2019).
For distant learners using skype has become more economically established as a professional form of digital communication also using Microsoft  office software an essential skill, where I have the basic knowledge using Microsoft teams communication between classes, this can be different then going to class but has been effective with my own learning.

1.2.1 current Academic skills
Professional writing Maintaining formal information which may convey in a work or educational email or letter. I have the basic knowledge of professional writing in result to working in an office using formal email communications has helped me to talk expressively in a professional setting notes must be saved efficiently but protected personal data too, such as bank details in particular must not be disclosed informally in a unprofessional manner. Professionals reference their work to allow Harvard referencing, To explore Harvard referencing as a current skill, I would be demonstrating my lack of understanding of this skill as it has always been deficient but I would reconsider my barriers to re-attempt the process it takes to research Harvard referencing, make notes to paraphrase in my own words. Harvard referencing Is about collecting academic writing of prescriptive grammar, showing data, statistics and historic information precisely written, analysed, and evaluated by students from experts in a highly educated position. Referencing their work accurately. 
Provide using the rules for Harvard referencing For me, the more use of referencing I bring into my assignment the more I feel it creates anxiety in terms of plagiarism, (REF) I want to fully understand and learn these concepts and produce my own work and styles that help to structure my idea of a formal explanation -clarifying that this is a new skill I will introduce throughout my university studies the more I am familiar with this skill. 
Research and planning is ultimately key for referencing this is difficult due to advertisements online distracting me from what I am doing by internet exploring information is can seem difficult for me to make sure what I find is relevant and new, if it is up to date. Research must be carried out prior writing, it is important to know what it is I am writing about and to know what I can alternatively use to argue a point of view.
allow creative ideas to flow and organises the construction of an assignment to plan the direction of topics to eventually talk about. Previously mentioned, planning within a team my thought process is more active also I feel a lot better when sharing thoughts and ideas in a group. So, I know I am on the right track keeping notes writing affirmation to provide reminder to subjects, while alone I drift off into doing something else. Planning and concluding research are better for me when I am participating in a group, Gibbs’ model of reflection (1998)


[bookmark: _Toc38820899]Gap Analysis to identify ‘gaps’ in knowledge/skills


	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Write and demonstrate my understanding of writing academically in all areas confidently





	Professional writing to be able to use formal terminology and communication appropriately in the workplace. 
	Using the correct words and terminology to explain my development 
	Read a dictionary and keep writing key words in my communication success journal to make use of syntax English grammar.

	Harvard referencing in university assignments






	I find research and planning is something I can do simply but I feel I find it difficult to Harvard reference factual honest information to my assignment
	To contribute to get results I will estimate one month from now of my progress. Planning the amount of time, I spend researching. 25/04/2020


	To make brainstorms for ideas a mind map to help identify the topics I want to reference.
 

	Public speaking/ Presenting research
	As public talking isn’t familiar to me it is something, I want to achieve to present using digital skills and power point and supportive evidence to demonstrating my terminology using graphs, Barr charts also pie charts to evidently prove factual work.
	What I think is lacking is not enough experience. I need to record myself presenting a subject that I am known to and see how I can improve.
	One video a week and keep them as a progression of achievement to see how mu confidence grows, then ask a family member to sit to hear me present my topics.

	.
	
	
	


During my Personal development I have used the reflective model of Professor Graham Gibbs and appeared in Learning by Doing (1988)
[image: ]



[bookmark: _Toc38820900][bookmark: _Toc36110899]1.2.2 My PDP – personal development plan.

	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Harvard referencing 
	To book an appointment with ’Academic Liaison Librarian’’ to learn the quantity of understanding there is to retrieve this as a skill attained.
	To identify this goal as achievable would be to pass my assignments and gain the confidence to complete another Personal goal in a months’ time meanwhile create feedback for my overall month of scored success.
	One month by now 05.06.2020
Keep track of what my weaknesses are from lecture feedback.
	Feedback form of how well I done to take away to help me structure my next assignment much better now I am having the correct concepts of Harvard referencing 

	Grammar.
	Attending ‘’In Skills programme’ drop-in centre at my local campus. To help with additional diagnosis of my dyslexia disorder this will give me more expansion on how to develop learning in these academic conditions
	While attending these programme meeting new people of comparable circumstances can help improve communication and interpersonal skills too.  Making sure I keep a mental health stress key chart in my journal as meeting new people can cause myself triggers it may affect my work,
0-depressive
 1 -being sad
 5 -being balanced
10 -being happy
	One month by now 05.06.2020 I will reflect on my daily success targeting on scale from 0 – 10 tracking daily mental health.
 

	In terms of results,
to help track my progress I will create to do list also to adhere to new regularly meetings in groups effectively. Check social media to help with updates regarding news of support.

	Professional /creative writing
	I want to be confident with what I am writing, I feel that I repeat myself and re read the same verse twice
	Self-assured this will be measured daily by writing in my dairy regularly to keep track of what my skills need in order to develop
	One month from now I will track my writing skills and time myself to creating writing and professional writing 05.06.2020
	

	Presentations
	I find this extremely difficult due to my anxiety; I feel this will be best practiced by using my phone to record myself talking to notice anything that needs to be changed such as tone assertiveness and vocabulary 
	I will identify my success my allowing critical feedback to be brought forward by my audience, making key points about what was good or what was bad.
	One month by now 05.06.2020
To reflect on how far I have come from being incapable to now being confident to deliver in front of an audience.
	Making notes of the feedback to produce a sandwich of appraisal. Asking for feedback will help engage what the audience wants from me as public speaker.

	Academic argument
	I feel this is not a skill I am experienced in I need more techniques in producing academic arguments.
	I will succeed this by researching and taking notes to help enable presentations for my research.
	One month by now 25.05.2020 I will review my skills of academic argument using varieties to help enable these skills to my future studies.
	Create mood boards and brainstorming of the topics to help my focus of the argument, help remind me to evaluate the key factors of the argument.




[bookmark: _Toc498692297][bookmark: _Toc38820901]Part 2: Employability Skills introduction
This report will evidently outline the employability skills that are required to become a successful leader within the workplace. In order to know what it takes to become employed is to research the business and plan the interview, this is the approach to take to gain a position at any establishment or industry. Coherently to explain how these transferable skills are identified according to Indeed, Careers (2020) Hard skills are technical knowledge such as computer training, understanding the navigation of data bases on internal Pc drives, software like Metris, SOP, interface, Excel spreadsheet, Microsoft Office, point of sale. These are gained through life experience, including college and University. 
Certainly, this allows the adaptability to extend learning, A required level of discipline to innovate the transferable skills to become a leader requires self -control, teamwork and engagement. Meanwhile interpersonal skills are also an employment skill referring to as a soft skill from Indeed, Careers (2020) Soft skills are character traits of a person’s personality while at work, how they communicate and use their interpersonal skills. This would demonstrate the persons character while in the workplace. There are always ways to impress a boss at an interview by talking about previous scenarios that step up to related to the transferable skills that gain employability. Appearance and how well presentable at an interview define the character at first impression. 
[bookmark: _Toc38820902][bookmark: _Hlk498694375]2.0 Explore general employability Skills 
There are strategies to use in order to become a team leader. It is apparent that constant improvements are applied to skills while being in leadership role with honest accountability and self-disincline it is ideal to include a team’s behaviour to reflect on the managers skill level. As a leader or manager, a code of conduct must be expressed to your employees not only does it reflect on the person as an individual, but as a professional within an establishment. In organising a team’s level of achievement, the quantity of motivation and passion is needed to comprehend the employee further development. Each industry worldwide requires same core values regardless what deviates them from each other, For example, A labourer compared to office worker both involve effective communication skills and excellent customer service. Different environments but both have same morals and diversities. 
Customers look for punctuality and customer service, politeness and acts of being helpful on the telephone go a long way for allowing feedback, even though they’re not physically seeing the other person but coherently calculating the tone and attitude considering the pace of conversation so that it was not rushed delivers excellent service and reflects an image on the whole business. Bear in mind if not provided with the necessary feedback it can be difficult to understand if excellent customer was provided. Feedback methods is constantly changing to help improve customer engagement, using online surveys for existing customers to express the level service that was provided. 
For success, it can be achieved as described on ‘Smarp’ a website for Employability and Business, They started of very small but given their values and beliefs were all the same they became successful  a written blog by Roope Heinilä, (2020) Described the Importance of company values gave the motivation for success just a small team, working in one room, day to day updating products and services by using the feedback from existing customers’’, increasingly, the access for fast clear communication is immensely evolving to know alternative ways to advertise and market services using hard skills it is imperative to have flexibility in any position to achieve the modern technology as a skill. Its progressively growing to become difficult to find the training to keep up to date to adapt to the new age of technology (Digital marketing institute, no date). Specifically, technology is encouraged to learn, for example, interface, Microsoft databases, Excel, that encourages improved customer service quality. I.T Skills is a hard skill that is transported throughout your career. 
To gain more publicity to a business is to develop an online website or webinar, using search engines such as Google to help grow the advertisement by using data analysis. To help achieve skills to use internal govern databases that require intense security to keep date protected. Wi-Fi is Widley available today in most public places the usage of phones is logically at hand, allowing more effective time to apply for jobs and updating C. V’s. While resources in the workplace such as PowerPoint for presentations in meetings are monitored and provided with the resources it is easier to adapt ideas amongst others. Using basic technology such as card payments, till or a coffee machine that needs to be cleaned regularly they are also equipment in the workplace that need employee training, practice will progress to further your career skills when using modern sources of technology, the concerns of Live chat on, Skype, conference calls (between a team or managers) it seems that less non-verbal communication is identified, as most of the level of communication created in body language is not clear or sometime not presentable. On the telephone smiling can be noticed if assertive, clear and loud excellent service can be achieved. 
Time management is to build a format of discipline that reflects your consistent approach towards a career. Being on time there are measures put in place that contribute to create time structures for a team who work together. For Example, call centres use the terms of SLA - service level allowances these are managed on a computer system via a Pie/ graphs or chart recording each break and lunch for each employee, allocated times are planned prior the start of shift and this helps consistent levels of customer service throughout the day. Not allowing that service net level to go below average It can also drop due to a colleague taking extra time on their lunch hour, which effect customer service levels, by waiting for an agent. Being late can make a cause on effect through-out the day from the start of the day this puts massive pressure on the team. While Faye Bradshaw (2019), Described that in most organizations, punctuality is important for the sake of operational efficiency. All of those “five minutes” add up and costs the company money.
Effective time management is only effective if dedicated, to plan the day before getting a bag ready, uniform is washed, be presentable. This will show the level of commitment for the company. Providing becoming an asset to the job this eventually will manifest opportunity in the future. Therefore, applying these necessary softs skills and hard skills, will meet the requirements to gain employment meanwhile exploring the necessary individual bursting trust, and confidence for a co-workers luminates to managers.

Providing the decisions made that will Initiate a team’s ability to compromise in the workplace environment. Essentially to making decisions is to influence more balance, it is needed in order to progress as a team and build engagement with cliental. Identifying conflict management with individuals will eventual become apparent when managing, know the colleagues who are looking to gain the dependency to gain longer employment. Most employable eventually will adhere to work together to show their fit for the job.

Indeed, Careers (2020)  - Hard skills,
· Bilingual or multilingual
· Database management
· Adobe software suite
· Network security
· SEO/SEM marketing
· Statistical analysis
· Data mining
· Mobile development
· User interface design
· Marketing campaign management
· Storage systems and management
· Programming languages (such as Perl, Python, Java, and Ruby)
Soft Skills - Indeed, Careers Guide, (2020)
· Integrity
· Dependability
· Effective communication
· Open-mindedness
· Teamwork
· Creativity
· Problem-solving
· Critical thinking
· Adaptability
· Organization
· Willingness to learn
· Empathy

2.0.1 Roope Heinilä, (2020) Demonstrates the importance of core value supporting the company’s principles and using them to tackle goals.
[image: company values definition and how to develop them] 
Roope Heinilä, (2020) definition of core values.


· Motivator- your drive inner goals that fuel the fire to success 
· Moral -the aim of a goal, internal task.
· Action -take a stand and strive towards a result
· Guidance -organise and value the support provided 
· Importance -prioritize and order to select what it means to us.

Reletivly organisation skills require alertness and arrangement of planning, preparing for the day ahead. Completing chores in preparation of studying implement time management, this will multiply the time left to complete unfinished tasks to give more room for the soft skills of innovation and creativity.
To be able to improve the development of learning to prioritize notes for effective expansion of skills, most commonly this is not done correctly. When effectively contributing to organisation, keeping a diary would be beneficial if remembering to adhere to look at the notes as consistently as possible. 
Learning development from previous employment introduced to the new company’s core values.
 Beliefs systems which can be noticed clearly by the employer, becoming more organised means a better way of working. Organisation needs to be used as tool in order to manage time, being late for work can cause of effect on the team and the workload.

[bookmark: _Toc38820903][bookmark: _Toc456901523]2.1 Evaluate own Leadership and Employability Skills 
Effective communication influences me to progress to where I want to be, initiating a new profound confidence to be able to lead effectively I feel I strive to find the confidence to communicate professionally because I am dyslexic, I feel this prevents me to read accurately I need to write notes to enable my focus. It is my managers motivation that inspires me during my monthly 1 to 1 review, to develop more skills needed to create balance I need to pursue manger role. Regular monthly one to one meeting with my manager allows me to exploit my goals and master them. Organisation is what I acknowledged as one of the employability skills I need to achieve in order to  transfer as a skills, I will pre organise my day before I start it this allows me to face any barriers and prevail to achieving future goals. 
To tackle barriers within a team by introducing solutions to any problems with the confidence to engage with co-workers and expand thoughts to help deliver exceptional customer service. To me is also a skillset I feel confident doing, It is essential to form engagement between co-workers, cliental or customers, subsequently this is done by communication skills and listening, also by gathering information from offering surveys is significant for feedback to the company. While on the telephone I make light conversations by talking about the weather, making friendly conversation as It can become to robotic when on the telephone. Decision making is not my greatest skills, anxiously I feel I will impact employees by making the wrong ones to solve a situation clearly it helps when shared between others. Assumptions is complicated if the customer is not that chatty, I decide if this caller is looking for conversation by their tone and assertiveness by formally assisting with the query meanwhile creating informal conversations can lighten the mood. Problem sharing will help solve issues quicker, this is a skill I want to develop more into the workplace, I want to achieve problem solving to be able to build trust so I can climb the ladder to become a leader.
Managers can predict the level of success on the individual level by providing employees with milestones, long term it will help to estimate the future for hierarchy position. Lack of punctuation and terminology, when not presented correctly can affect the communication from manager to employee, Online workshops such as skill-share is used to develop myself my weaknesses into strengths, audio books, local libraries. 



[bookmark: _Toc38820904]2.1.1 Current employability Skills
Organisation skills 
Throughout my work experiences and education, I am competent of the skills I have learnt such as organisation intensely progressing them by focusing on what I find difficult and asking for help. Working as a team enables less pressure on myself, organising work to be assigned to Individuals equally to accomplish daily targets. Consequently, this allows me to understand the level of the skills of the people I work with. While working in finance is all on the computer organising my desk and starting up the programmes I need in order to communicate with customers it is important that I grasp the need of organisation to be able to participate in leadership role.
Decision making
Problem solving skills encourage me to converse with co-workers confidently if an issue arises, I like to find ways to provide service to a customer, dealing with different queries using all forms of communicate to help solve situations in the workplace. Alternatively, I become obligated when it comes to asking for help, solving an issue for me effect my communications depending on the peers to help assist my navigation to systems  I will adapt to intense training to accommodate what I lack in to identify any complications that would prevent myself achieving what I inspire to be, 
Effective communication and listening skills
A great way to collect data from customers to improve services for the future is to offer a survey at the end of calls, this what I am encouraged to provide at my current employment, feedback is needed for the company to continuously improve and adapt to the type of techniques used in future. Services provided over the telephone is enhancing continuously with excellent service to keep professional relationships between the supplier and customers so they will return. 
Time management 
This Is a skill I lack in I find it hard to organise my time effectively organising myself to get dressed writing my noted is not difficult but leaving to get to work on time being stuck in traffic is always the normality of my day, this effects my team and managers approach towards me throughout the day I feel I must use appropriate timing to contemplate any delays before leaving the house 




[bookmark: _Toc38820905]Gap Analysis to identify ‘gaps’ in employability knowledge/skills

	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Time- management is a skill I find difficult to stick by. 






	 I can organise my priorities throughout the day but adhering to a time frame seems problematic. Just thinking about what I must do overwhelms me.
	I am Lacking the consistency I need to be studying effectively, I need the time to be able to manage my time respectfully
	Plan to create a structure to my daily routine from when I sleep to how I can have a better day by sleeping at a reasonable time

	To listen and Communicate and effectively to comprehend clearly and not get confused







	 Writing is effortless for me but being diagnosed dyslexic during school, I feel this has an impact on my attention span when in lectures my current position is average. If I don’t see it wrote down I find listening difficult.
	Lack of knowledge regarding punctuality and terminology prevents how I ask for help in the workplace, I need to be brief with notes full knowledge and understanding about the terminology I lea
	To make a presentation to help engage my understanding of effective communication and listening to teach my knowledge and apply it to my own learning 

	I.T Skills/computer technology 
	Computers is a great tool for myself writing especially I find it therapeutic weather it may be using a digital formal email or on social media with friends. I find this I.T. skills Is a barrier especially, when I do not understand the navigation of an internal system.
	By not having basic knowledge of IT, I learn as I go with technology because it is always updating there will always be something to learn, technically I can fall back with knowledge  by the navigation of the systems are confusing the colours are dull and I find it difficult to read due to my disorder
	Modern day technology is always evolving, also learning development helps enhance way of understanding methods to use, using Lime green overlays helps calm down any backgrounds sounds from the screen or paper, using this will help engage the absorption of knowledge 













[bookmark: _Toc38820906]2.1.2  My PDP – personal development plan.




	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Effective communications &
Listening
	-To be able to achieve effective listening, by using a notebook to help stink in information needed in order to participate in work, and to communicate professionally 
	-One on one monthly reviews with my Manager feedback by my awareness showing my understanding, this will help me to success.
	-I want to be able to achieve this as soon as I can to help future employment
Opportunities. 
One month from now will be enough to log the development that’s been made.
Monday -27.04.2020
Monday -25.05.2020

	-Notepad and pen 
--Help from manager feedback through monthly reviews.

	Time management keeping to the schedule
	-To prevent myself from being late I need to sleep earlier to get up on time and leave on time.
	-By feeling on top of my day not, rushing and getting stressed, colleagues respect me more. Not having to stay behind my finished shift time.
	-One month from today to improve my goal
Monday -27.04.2020
Monday -25.05.2020
 

	Plan to set alarms earlier to prepare myself to get to work on time.

	I.T Skills
	-To achieve a modern understanding of work document and Excel, to attend an IT business study class to get used to the PC systems.
	By not asking for help at work, having customer feedback how helpful I was due to dealing with her query efficiently,

	I will keep note of how I am progress providing one month from now Monday -27.04.2020
Monday -25.05.2020
 
	I will need to keep the memory to check my success logbook and progress,

	Decision Making 
	To help knock down the barriers which prevents me to make decisions, I will write down my option and think it through with help from colleagues 
	I will identify by making the choice by sharing problems to continue to make better decisions
	I will Keep a success journal to compare each goal achieved in one month, now Monday -27.04.2020
Monday -25.05.2020


	Keep a dated journal and continue to set daily alarms on my phone to remember to write down success stories and important results from my personal development plan




[bookmark: _Toc38820907]Conclusion
The importance to conclude that overall Interpersonal skills are needed in order to become employable, it means in which is to adapt professional social skills into the workplace, keeping to a level of high expertise it is relevant to conclude that these skills are closely connected to those that study. It is imperative to analyse the differences in skills to prosper success. In relation to ethical backgrounds to respect each other’s core beliefs even if that may be different then my own it is vital to conclude the cultural diversity in a workplace and university is aligned, as is important to allow space for people to have their opinion about how they conduct within society. 
With confidence employability skills will progress an individual while continuing in the position of leadership and management this will encourage a fixed mindset to grow skills along the way. To keep their position studying to become a better leader will enforce skills to increase as the years go by I feel I have a long way to go with my level of academic and leadership skills due to my lack of knowledge and experience in university this is outlined in my gap analysis that I need extra support in university to provide accurate understanding of writing and reading.
 Referring to my personal development plan I feel this has taught me to keep to my deadlines in order to keep track of my progress using a dairy will develop a routine, to keep checking what is next.
Is acknowledged that social media is an modern skill which it is are apparent in business helps profitable revenue as mentioned in my current academic skills score reports that 77% of small businesses use social media for sales, marketing, and public relations. Doyle (2019) This is mainly due to no fees access daily using allowing to build a brand of reputation. The analictics used for social media to undertsand if posts and tweets via twitter are doing well is the use of likes and watches from the audience. It Is safe to know smaller businesses can use this platform to their advange to build a great business as mention in my employablity skills build a business from small works with the correct company core values. Roope Heinila (2020) 
[bookmark: _Toc38820908]References
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Using Gibbs’ Reflective Cycle

Gibbs’ Reflective Cycle (or Gibbs’ Reflective Model)

Gibbs' reflective cycle is a theoretical model often used by students as a framework in coursework
assignments that require reflective writing.

The model was created by Professor Graham Gibbs and appeared ifi Learning by Doing (1988).
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