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Introduction
Academic and employability skills are really important for building a strong career. Success is not an easy thing to achieve, there need proper skill and hard work that are learned from the very beginning of life. There is a different part of life we need to go through, in ever stages, we need to gather different skills and techniques that are led towards the success. Academic skills mean the skill we need to gather for academic purposes like education (Cottrell, 2010). Employability skills are used in the workplace, where we need to work with different people and use these skills to become successful. This report is all about describing the academic and employability skill that we are important for a person to select for any kind of job. Following the reflective model of Kolb’s, this report will go through different skills that I have achieved from academic and employability. Time management, research techniques, computer learning, presentation skill, CV, cover letter writing, interview skill, analytical and critical thinking will describe in this report. As we all know that this is the world of competition. To become successful, we all need to beat other people. Having different skill can differentiate from another person that is really important for a person. Different skill needs to gather from the beginning of our life that made a person fit for the competition (Gibbs, 1988).
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Figure: Kolb’s Reflective Model (Greetham, 2013) 
Experience
I have done different things to gather my employability and academic skill. Time management means using time perfectly, time is really a big factor that allows a person to do all the task perfectly. There is a different shape of life where we need to use time properly and do the right thing at right time. The situation can be worse at any time, but proper utilization of time can make a person successful (Greetham, 2013). I have learned time management skill from the very beginning of my academic study, I need to prepare different class material, notes, assignments, examination, reports, and many things. I need to complete all the task before the deadline, otherwise, it made a bad impact on the classroom. I have gathered experience of researching by doing different types of academic writing. There are different topics I have done report writing, research writing, summary, and many other things. Academic writing is different than normal writing, there need to follow proper Harvard referencing system to write research or any other report. I have learned proper use of a computer, it's obvious to use a computer for research or any other work. Preparing a presentation on a different topic in front of the class was really an exciting experience for me. It’s really important for academic and employability skill. It allows a person to remove the nervousness of speaking on the different topic. I have gathered proper skill of writing a CV, it reflects a person’s skill and education for the employer. A unique CV is really important for a person to gather the attention of the interviewer. Analytical thinking and critical thinking are really important for gathering employability skill. I have gone through both of them to answer different types of question on the interview board.

Reflect
As a part of academic and employability skill, I have learned different things that are really important for the betterment of my career. As I know the proper utilization of time on any work, I can make a proper schedule before doing everything. Different people have a different personality or career goals, there needs proper time utilization for starting any work. Whenever I got any kind of work, I always make a proper time plan. I have learned different techniques of making a proper research. There are different types of assignments, reports, case studies, essay and many other academic writings have to write. All these writing increased my ability to finish any kind of work on time. The computer is one of the most important inventions of modern technology, using a computer can solve any kind of work easily (Mackevic, 2014). I can operate different types of office and personal related work using a computer, it helps me a lot to discover many things. I have proper ideas on all the Microsoft Office related programs, different important software’s, hardware related programs and many things. For academic and employability purposes, there need different types of presentation or public speaking. It helps a person to share ideas in front of another person, using PowerPoint presentations are given. I can prepare different types of PowerPoint slides and speak in front of other people. The presentation is the important thing before launching any product or services, people get different information about the product and can ask any relevant information they need to know. Importance of body language in the presentation is a big factor, a proper eye contacting, smiling, make others interested to listen, speaker. Making listeners interested is considered as a successful speaker, I have learned different techniques that are important for becoming a good speaker. Preparing CV is the most important thing for getting the best job, I have learned different techniques of preparing CV that can make the employer interested to call for an interview. CV reflects a person’s overall achievement lifetime. Education, skill, experience, achievement and many other things are mentioned in the CV that highlights a person. There are different types of question are asked in the interview session, it can be personal, academic, employability, personal experience, job related and many others (Maund, 2017). Answer all the question properly is the key to get the job, as there are different types of people are applied for the job, to beat other competitors there must need to gather different skills that are important for a person. Cover letter is mainly given at the time of submitting the CV, it also reflects a person summary of qualifications. Analytical thinking means thinking by analysis, it’s really important in the job sector (Morgan, 2016). There always need to think analytically before making any strategical decisions. I have learned this technique while preparing different reports or summery. I have to analyse different data, research, summary of others to fan inalize any decisions. Critical thinking means thinking critically for making any tough decisions, analys toe different information of surrounding that are important for go through critical analysis. At workplace, there must need to think critically before making any market analysis or collecting information. It helps to find out the strength, weakness, opportunities and threats of the organization that are important for the competition. 

Conceptualize
I have learned different things that are related to academic and employability from this course. In this competitive world, all these techniques will help me a lot to beat other competitors. Different person has different skills and it won’t match with others, getting the best job is the dream of every candidate. Time management is required for everyone to complete a certain task within the given time (Pears, 2010). It's not only just academic purposes, there always need to work on time in the workplace. Proper time management is the key to the success of any work that helps to work in a disciplined way. I have learned time management from this course and can work on time manner. Researching enables to get different ideas and information about a person or organization that helps to identify real-time problem inside the organization. I have learned different academic writing and researching from this course that will help me in future to make the best decision for the organization. Proper information is important for solving any kind of problem and I have the ability to collect proper information in the right way. For making a different strategical decision, there always need to collect information that is relevant to the problem and analyze the problem properly for identifying the best solution. Making different research project, I have learned proper use of a computer for academic and employability purposes. There need to do different works on the computer that helps to complete any work within the shortest possible time. Making a PowerPoint presentation helped to reduce my nervousness of speaking in front of various people, it’s obvious to prepare a presentation before launching any product or discussing any information in front of other people. It's important to move the body, make proper eye contact and smiling face for an interesting topic and normal face for expressing and normal issues so that people feel interested to listen to the speaker. Preparing CV following the proper techniques is really important for beating other competitors in the workplace. I have learned different techniques for preparing CV. There are different types of general question are asked in the interview board and proper analytical and critical thinking are important for answering all the questions.

Plan
I have proper planning of using all these academic and employability skills at the workplace so that I can accomplish any work properly. All the skills that I have learned will help me at my workplace to reduce the work pressure by completing work shortest possible time. There need to prepare different research project at the workplace and completing all the task on time is important. I have learned different techniques of using a computer, solving hardware problems, using software for different purposes that are really important in the workplace. Before doing this course I really don’t have any ideas for presenting anything in front of the different person, I can present any information in front of any person expressing my feelings. I can present any information or can launch a product or services in front of people by encouraging others. There are different questions can be asked at the interview board and certain techniques can be helpful for answering all the questions properly. I can think analytically for solving any problem and make the best decision. Analysing different factors and making a proper plan is important for analytical thinking, it reduces the risks of doing any work. Critical thinking is important for personal issues and workplace issues that help to solve different problems in the workplace by analyzing different factors (Weyers, 2006).

Conclusion
It's really important to adopt proper academic and employability skills before joining the workplace. Day by day competition is increasing and beating other people is really important for becoming successful. The skills I have gathered from this course will help me a lot to work properly and planned way. Different researching and writing techniques are important for preparing a report that is also can be found in the workplace. Analytical and critical thinking helps to think critically before solving any kind of problem. That enables to make the best strategical decisions in the workplace and reduces the chances of risk.
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