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ACADEMIC AND EMPLOYABILITY SKILLS
TERM 2: TASK 2

Executive Summary 
The academic report has been structured on the backdrop of employability skills and its importance in today’s business world. By emphasizing how the recruiters of nearly every organization are appointing graduates based on employability skills, the report successfully outlined four major topics in this regard. The topics that are covered throughout the study are CV writing skills, employability skills, analytical thinking skills, and paraphrasing skills. To reflect on the author's own understanding of this, the help of Kolb's reflective cycle has been taken in each topic.
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[bookmark: _Toc55577792]1.0 Introduction 
The job market is becoming more and more complex with the continuous change in technology, business strategies, and growing interest in "employability skills". Along with in-depth expertise in the subject matter, employers provide equal or sometimes more important to the "job-related skills" in applicants that can benefit their organization (Peeters et al. 2019). While some of these employability or soft skills are common in every job, few of them are highly specified for the applied designation. This academic report is expecting to highlight some essential employability skills. By using the Kolb reflective mode, I will represent my utmost understanding of specific topics (Tisdell and Shekhawat, 2019, p. 2). 
[bookmark: _Toc55577793]2.0 Discussion 
[bookmark: _Toc55577794]2.1 Topic 1: Cover Letter writing  
Adopting great Cover Letter writing skills is one of the most crucial parts of the journey towards employment. According to author Morgan, (2020), a CV or Cover Letter is a significant document written to convince employers about our qualifications, skills, work experiences that will benefit their business. Writing a CV is more like personal branding, where we have to highlight our attributes, knowledge, skills to impress the employer. A constructive CV should include three main paragraphs. In the first paragraph, we should introduce ourselves by describing our degree, area of expertise, career goals. This should also include a statement on how we came to know about the job opening. In the second paragraph, we have to “sell”/advertise ourselves by highlighting our skills, abilities, previous job experience, if any. The third paragraph should incorporate the company perspective more. By doing some research on the company, we must include statements like how we can fit into their schema and support them in achieving their goals. The final paragraph (call to action) must inform the employers that we would love to get interviewed by them. 
I came to understand multiple aspects of CV writing, and for this, I am grateful to my teachers who spend their time describing us CVs. Along with the importance of creating a CV, I acknowledged the other crucial parts of it as well.
Reflecting on this new experience, I must state that this CV writing skill benefitted me in multiple ways. It helped me in developing an accurate frame of mind and reduced the mental clutter. It provided me with an opportunity of reflecting on my employability skills. It helped me in spotting the gap in my existing employability skills on which I must work more. 
I now know that a CV should be written within two pages and must include bullet points. Keywords should be highlighted by bold, italics, and underlining, must incorporate power words and zero spelling error.  I must read the job description carefully before customizing my CV for the job (Reed, 2020).
By using the idea, I gained from the classes, I applied in a few jobs that are in my peers. For each job role, I customized my CV a little by keeping the core context intact. I even made a thorough research on the company before applying and added the company context in the CV as well.  
[bookmark: _Toc55577795]2.2 Topic 2: Employability Skills 
Nowadays, Employability skills are the most demanded feature of any job opening. It is nothing but a set of understanding, achievements, personal attributes, and skills that increases the chance of employment and rate of success in the occupation for the graduates. It not only benefits the applicants but also helps the workforce, company, economy, and community. Some common employability skills that every employer irrespective of the job role seek in a graduate are communication skills, general awareness, personal and interpersonal skills, as well as numeracy skills. Communication skill involves the ability to listen, interpreting, and executing the given instructions. A clear and well-articulated presentation (verbal or written) skill should be adopted by every individual (Paterson, 2017). The personal skills highlight one's own ability to manage stress in adverse situations. Maintaining an appropriate attitude, confidence, and work-life balance is a necessity here. Interpersonal skills include the ability to build networks, team-working, proactivity, innovation, and creativity, along with the capacity of managing different individuals. Numeracy skills are the capability of understanding and analyzing numerical information for statistical operations. Through general awareness, employers check how well the graduate knows about the local and global politics, industry, environmental issues, and ethical attributes of the company (skillsyouneed, 2020). 
Through this topic, I came to realize how important it is for every graduate to develop employability skills along with academic knowledge. There include multiple skills and some of them are job-specific. But now I realized that I must develop the five core employability skills as it will benefit me in every designation.
The classroom activity initiated to portray the benefits of employability skills helped me in multiple ways. Not only did I understand the utmost importance of acquiring major employability skills, but I also started practicing it. It helped me in remaining competitive and increased my urge to learn new skills and techniques. By mastering the five core employability skills, I can reflect effective emotional intelligence, communication skills, decision-making ability, and team working ability.
The classroom activities regarding this helped me in understanding the Employability pyramid. I identified the step by step process of employment. I must research the job description thoroughly, and specification of the role first. Then there is the application process where I have to submit my CV to the company and have to fill the application form. In the case of receiving a call for an interview, I have to prepare myself with the required employability skills to get the job (skillsyouneed, 2020). 
I have already started to work on my communication skill for which I am taking the help of my friends and family. Through the classroom activities, I successfully developed some critical personal and interpersonal skills. My teachers throughout the course helped me in building such proficiencies. To better my general knowledge, I am taking the help of the internet. Visiting the official websites and social media handles of popular news channels for information and daily updates is now part of my routine.  
[bookmark: _Toc55577796]2.3 Topic 3: Analytical Thinking Skills 
Today, the business world is filled with complex measures and critical operations. Moreover, the companies never compromise with their complex work process, rather seek employees who can simplify the complexity of the work for them. For this having, an exceptional Analytical thinking skill is a must. "Analytical Thinking Skill" is the mental ability to break down critical data and complex information into small pieces for better performance (Nuroso et al. 2018, p. 776). This is a treasure for mankind as it not only makes the individual a better thinker, negotiator, and efficient but also improves his or her communication and network building ability. The typical work-oriented analytical skill involves data analysis, creative thinking, budgeting, reporting, problem-solving, and many others. One of the best ways to improve analytical skills is by playing brain games for just 10-15 minutes a day. One can play chess, Sudoku, scrabbles. Reading is another powerful tool that can develop cognitive abilities. Joining a nearby book club is a good idea for this. There apart from reading books, one can join the debate sessions that will help to unleash the metaphorical thought process more.   
This topic particularly impressed me the most. The way it can help an individual in polishing other employability skills is beyond words. Moreover, this particular skill involves fun practices that can never bring boredom to me. My classroom teachers also emphasized this particular topic vicariously, probably for the same reason.
The concept of Analytical thinking itself benefitted me in developing my interest in it. Acquiring great analytical skills will not only help me in getting my dream job, but it is something that will serve me lifelong. It will make me more marketable (Wulandari et al. 2018). Through this, I can be a better problem solver and tackle daunting challenges easily. Moreover, analytical thinking is not something that only works in employment. I am sure that it will guide my personal life issues as well.
The classroom activities I participated in provided me with new ideas and techniques for developing analytical skills. Learning "one new thing every day" is something my in-class activity taught me. Through this, I can stimulate my active learning process. Moreover, by incorporating new things that satisfy my passion, I can easily find out my career goals. I also learned about the questions that are commonly asked in job interviews like giving them an example of a situation where one of my colleagues may seek my opinion for a particular issue. Helping them with the right approach will decide my analytical thinking skills (talentlyft, 2019). 
I have already started developing these skills at home by playing brain games and volunteering in new projects. There was a time when I used to look for outside help to solve my issues. Now I am getting out of that "spoon-feed" phase and trying to solve my issues through my own analytical thinking skill. I am also taking some free online courses to polish this skill more.    
[bookmark: _Toc55577797]2.4 Topic 4: Paraphrasing 
Paraphrasing is a relatively new yet important term in academic and employability skills. Paraphrasing is the process of harnessing another person's idea with our own words. This is particularly needed when we take the help of others' work to support our own perspectives. Paraphrasing can change the structure and words completely, but it must not change the core meaning of the original work. Moreover, we must ensure that we are giving proper credit to the person whose original words are getting paraphrased. Some useful techniques of paraphrasing involve the use of unique words and synonyms, changing the class and order of the words in a meaningful way (Bailey, 2020). For instance, understanding can be replaced with acknowledgement; the description can be replaced with explanation or illustration.
Nobody can claim that he or she knows every single detail of a topic and does not require any sort of guidance. I believe that every individual should develop paraphrasing skills.  I may take the help of others' work to some extent to establish my own perspective properly. By developing this paraphrasing skill, I will be able to do that without copying others' work and devaluing them.
I believe that paraphrasing is beneficial for every individual. It provides us with a chance of showcasing crucial ideas in our own words. Instead of using a quotation, I am more flexible with paraphrasing as it leaves me more room to include my own words and perspective as well.  Moreover, it is more effective for me than memorizing an entire sentence or stanza.
From the classroom, I learned a few important techniques of paraphrasing. Now I know that I must understand the prime context of the work first. It would be better if I list down the fundamental ideas of the work first then find alternative structure and vocabulary for the work. Along with rewriting the ideas, I should incorporate some of my own notes in between and must check the entire work thoroughly to spot and eliminate the errors (Mindtools, 2020). 
I applied my paraphrasing skills in this particular report. To revalidate my own experience, I took the help of scholarly articles and journals. In some areas, I paraphrased the author's idea and amalgamated it with my own perspectives. However, I properly cited their work, as well. I am in the process of excelling in this skill for which I am practicing paraphrasing at home apart from my classroom.
[bookmark: _Toc55577798]3.0 Conclusion 
This entire report is a sheer reflection of what I think about employability skills and how I am working on developing those in my career. I have selected four prime topics in this regard which I found most appropriate with my current statistics. These are employability skills like communication, general awareness, and numeric. The other three topics included CV writing skills, analytical thinking skills, and paraphrasing. Apart from these skills, I am well aware of the other major employability skills as well and practicing those as much as possible. 
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