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[bookmark: _Toc531698713]Introduction 
Academic skills are a variety of aptitudes which handle the way toward arranging and taking in new knowledge, retaining knowledge, or managing appraisals. They incorporate mnemonics, which help the maintenance of arrangements of knowledge; powerful perusing; fixation strategies; and productive note-taking. Employability Skills can be characterized as the transferable aptitudes required by a person to make them employable. According to Noel and Dotlich (2016), some academic skills ought to have in learners like completing the assignment, bringing all materials, organizing materials, making inferences, identifying characteristics, etc. Currently, I'm a university student and I would like to build my career as a financial secretary of any manufacturing and retailing company like Tesco PLC. Throughout this assignment, I'm going to discuss about the academic skill as well as employability abilities along with their importance. After then the skills gap will also discuss along with suggesting some effective ways to improve them.    
[bookmark: _Toc531698714]1. Academic Skills
Being certain about these fundamental academic skills is likewise vital for finding and keeping occupations that give enduring pay, advantages and open doors for progression. Aptitudes, for example, decision making, basic reasoning, critical thinking and managing conflict are basic for accomplishment in any stroll of life. Apart from that, some common academic skills are critical thinking, problem-solving, digital literacy, communication skills, decision making, etc. 
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Figure 1: Academic Skills 
Source: (Greenberg, 2015)
Critical thinking- Critical thinking is the capacity to think plainly as well as rationally, understanding the coherent association between thoughts. Basic reasoning has been the subject of much discussion and thought since the season of early Greek scholars, for example, Socrates and Plato have kept on being a subject of dialogue into the cutting edge age, for instance, the capacity to perceive what is actually right and wrong. Problem-solving- While functioning as a learner, an individual may need to make the decision rationally in his work environment. For this situation, the students must need to have critical problem-solving ability. Nowadays authoritative activities are more basic than this were in the earlier years. Businesses currently scan for the workers who are effective in inciting basic leadership (Barcham, 2011). As I prefer to build my career as a financial secretary I will seek the companies those who looking for problem-solving skills in their job specification. 

Digital literacy- Nowadays every business organization must have to become digitalized in every aspect of the daily operation. So, as a learner, I must need to learn the implication of every technical aspect that will prerequisite for my profession. Every company nowadays use digital technology in their financial as well as other operational activities. So, as a financial secretary, I need to be skilled about different statistical software, MS Excel and other tools that may require to solve any problem in my workplace. 
Communication- Learners require handy and more profound information about the subject they are learning in their college or university. For better gaining from educators, they have to make the inquiry and they need to talk about their questions and confusions. At the point when instructors comprehend where they are confounded about the subject then they can educate in their style, it will enable understudies to get an optimum grade. The majority of the learners don't make inquiry as a result of fear, faltering and lack of confidence (Turner et. al, 2012). Better communication abilities assist them with listening, comprehend the perspective of educators in the class. In the wake of tuning in and understanding what educators are talking about learners can make better inquiries with certainty and it will assist them with gaining more information.  
Self-management- Self-management sounds like working for yourself, yet it doesn't mean setting up someone's own business. It implies assuming responsibility for someone's own behaviour and getting things done as well as he can. It indicates learners can organize them self and offer their own plans to any extent. Utilizing time management, learners archive to what extent they spend on explicit assignments, tasks, or cooperative work. They can do this throughout a week or more. The purpose is to archive and after that ponder the time they spend learning and working. The log may astonish learners and move them to utilize their time all the more productively. 
Teamwork- Teamwork is very important for the learners in order to attain leadership capabilities among them. Through solving a problem or real business case in a team is more efficient than solving individually (Greenberg, 2015). From the practices of teamwork, the students can learn how to lead a group of people. Through attaining this sort of academic skills learners can manage themselves as well as can lead the group of people in order to accomplish certain goals.  
[bookmark: _Toc531698715]2. Employability Skills 
Every employee in an organization needs to have employability skills. Employability Skills can be characterized as the transferable aptitudes required by a person to make them employable. Alongside great specialized understanding and subject learning, employers frequently diagram an arrangement of abilities that they need from candidates. Some employability abilities also need to have in an employee more or less of them are positive aptitudes, communication, teamwork, willingness to learn, self-management, thinking abilities, etc.  
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Figure 2: Employability skills 
Source: (Hind and Moss, 2011)
Communication- All employers of the business organizations seek employment hopefuls with solid communication abilities. These allude to someone's capacity to pass on data plainly to other people. Managers looking for candidates with strong communication skills like verbal and written abilities. Some portion of being a solid communicator likewise incorporates being a decent audience; candidates should have the capacity to comprehend the inquiries and worries of their customers and tune in to their manager's directions. Teamwork- Teamwork is imperative in any work setting. On the off chance that a worker takes a shot at various projects, he/she should have the capacity to coexist well with others, imparting the remaining task at hand to associates to finish an objective. Regardless of whether a worker does not complete a lot of projects, despite everything he/she should have the capacity to coexist with his or her associates, striving to accomplish the organization objectives (Ruetten and Pavlik, 2012). As a financial secretary, someone needs to have the capacity of working with a group of people. A financial secretary needs to solve several problems through discussing with the teammates. In case of preparing as well as analysing the financial statements of the company he/she also need to form a team in order to solve any arising problem effectively. 
Information technology skills- While most employability aptitudes are delicate abilities, information technology is a hard expertise that is progressively required in numerous occupations including the financial secretary. While occupations in its field, for example, PC software engineers require broad information technology related learning, each activity requires a tad of involvement with data innovation. Managers need work applicants who can utilize regular projects like MS Office, particularly MS Word and MS Excel. Maybe most critical is the capacity to learn and adjust to new or changing innovations rapidly and proficiently. 
Problem-solving- In the workplace, an employee may face several queries about his or her jobs. Solving those queries or problem appropriately is very important in order to accomplish certain goals. For a financial secretary, he or she needs to prepare as well as analyze the financial statements of the company (Greenberg, 2015). So, a financial secretary may face the problem of imbalance in the financial position for a certain period of time. In this scenario, he needs to prepare a checklist at which area he needs to recheck whether any discrepancy arises or not. The employer looking for the employees who have a higher capacity to solve any problem promptly and efficiently. 
Initiative and enterprise skills- An employee having enterprise and initiative skills must have some qualities that may help the business organization to derive some new ideas. Employees having this skills can identify opportunities that obviously not have others. Employers want employees in assessing the competitive advantages for the company as well as identifying the preference of the customers (Marsh, 2012). Apart from that, employees ought to have the capacities of developing strategic goals, initiating innovative ideas, delineating the commercial viability of the derived ideas, transforming ideas into real action, liaising with related stakeholders as well as sponsors, selling and marketing of the product, etc.  
[bookmark: _Toc531698716]3. Reflecting on the Skills Gap 
The existence of having above mentioned skills are very crucial for the employees in their workplace. Throughout this section, the skills gap are identified as well as suggest some ways to improve those gaps. In the following section, the scenario of my strength, as well as weakness, is shown from the perspective of both academic as well as employability skills. 

Figure 3: Academic skills gap identification scenario

Figure 4: Employability skills gap identification scenario
My scholastic skills in my academic life were quite satisfactory this is one of the most important strengths of me. From the above mentioned graphical presentation, I can assess my strength as well as weakness from both perspectives. Educational skills, digital literacy, problem-solving skills, teamwork, etc. are the strength of my academic skills. On the other hand, communication skills, critical thinking and analytical skills were my weakness in my academic life (Shapiro, 2011). Apart from that, I have also mentioned the employability skills which shows that information technology skills, initiative and enterprise skills, communication in workplace skills, teamwork skills, etc. are the strength of me as a financial secretary of Tesco PLC. On the other hand, lack of experiences and problem-solving skills are my weakness in the context of financial secretary of Tesco PLC.  
[bookmark: _Toc531698717]4. Individual development plan by using models of reflection
Every individual need to develop his or her skills from the perspective of both academic and employability skills in order to become successful in the respective fields. Here, I have used Gibbs reflective cycle in order to analyse the personal development plan.   
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Figure 5: Gibbs reflective cycle 
Source: (Noel and Dotlich, 2016)
Description- This is the first step of Gibbs reflective cycle where the planner analyzes the overall situation. Recently I have completed my study and now I’m going to enter my desired career as a financial secretary in a retailing company like Tesco PLC. In this stage, I realized that I need to develop my career plan before entering in my desired job.
Feelings- We know that job specification varies from both job descriptions to organizations. For my desired career I need to develop some skills like critical reasoning skills, conceptual skills, analytical skills, etc. So, before joining Tesco PLC as a financial secretary I need to reflect on this stage of Gibbs reflective cycle in order to make myself qualified for the post (Bloom and Kitagawa, 2017). 
Evaluation and analysis- In this stage of Gibbs reflective cycle I need to evaluate myself as a financial secretary of Tesco PLC. Here, I have identified my current employability skills in the earlier section that are fit to my desired career and also focused on the aspects that need to develop. The identified strengths of my employability skills will add extra advantages in my career and the weakness also add a concern to improve them as early as possible before entering the job. 
Conclusion- Here, how I can develop my skill gaps are delineated critically with the expected time period. 
	Skills 
	Activity 
	Time to be completed

	Analytical skills
	Need to participate analysis based student projects to develop the analytical skills. Apart from that, through identifying the analytical tools I need to practice more analytical skills regularly. 
	45 days ( from 1st November 2018 to December 15, 2018)

	Communication skills
	Need to communicate with people or mates more confidently and learn new and exceptional things from them. 
	30 days (from 1st November 2018 to 30th December 2018)

	Critical thinking 
	Through becoming a self-critic I can improve my critical thinking capabilities. Apart from that, through obtaining the capability of thinking and listening concurrently is another way to develop my critical thinking skills.  
	60 days (from 1st November 2018 to 31st December 2018)

	Experiences 
	This is the employability skills that can be possible to improve through joining an internship program as a financial assistance in a business organization.   
	90 days (from 1st November 2018 to 31st January 2019)


Action plan- After 30 days of formulating steps to improve my skills as per the personal development plan here is the improvements in the following table-
	Skills 
	Current status of the activity 
	Remaining time

	Analytical skills
	Here, the plan isn’t fully achieved but the improvements are noticeable in analytical skills. More 15 days of practices yet to be completed for fully skilled.   
	15 days ( from 1st December 2018 to 15th December 2018)

	Communication skills
	In this case, the development is fully achieved and now I’m enough competent to communicate with others. 
	0 days

	Critical thinking 
	More practices required but the changes are remarkable.  
	30 days (from 1st December 2018 to 31st December 2018)

	Experiences 
	By this 30 days, I have learned so many to things like preparing financial statements, posting, and overall analyzing of the statement of position.  
	60 days (from 1st December 2018 to 31st January 2019)


[bookmark: _Toc531698718]

Conclusions 
Academic abilities are the aptitudes that empower an individual to get the learning that are educated in the classrooms. The studies that a learner learn in his academic life are the primary establishment of building a successful career. There are distinctive methodologies that can be utilized to build up the scholastic abilities. It makes an individual ready to learn things that are fundamental in the real work environment. Employability abilities are the aptitudes that make an individual able to participate in the real-life job market (Greenberg, 2015). More noteworthy employability abilities make an individual proficient to the businesses organization. Expanding employability abilities is vital for the learners as a piece of their expert improvement. This task has talked about scholastic and employability abilities. Through identifying the lacking and strong points of my academic as well as employability skills I take actions to resolve them before entering my career as a financial secretary of Tesco PLC. 
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Academic Skills


Scholastic skills 	Digital Literacy	Problem solving skills	Communication Skills	Team work	Critical thinking	Analytical skills	0.78	0.82	0.63	0.21	0.56999999999999995	0.34	0.19	


Employability Skills


Communication skills	Team work skills	Experience	Problem solving skills	Initiative and enterprise skills	Information technology skills	0.76	0.56000000000000005	0.15	0.44	0.62	0.92	
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