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INTRODUCTION
[image: ]In this presentation, the concept of academic and employability skills has been discussed. 
My intended career plan has been analysed.
The skills required, SWOT analysis and personal development plan have also been covered.
(Bhagra and Sharma, 2018).
WHAT ARE ACADEMIC AND EMPLOYABILITY SKILLS
· The	relevant academic	skills	are-	referencing	skills,
[image: ]paraphrasing skills, effective writing skills etc.
· Whereas,	the	employability	skills	comprise	of
communication skills, decision-making skills, research
	(Bintani, 2020).	skills, team working skills etc.
WHAT IS THE IMPORTANCE OF THESE SKILLS?
[image: ]The academic skills of effective writing, paraphrasing, referencing, formatting etc., helps the students to get good grades in their academics.
Whereas, the employability skills help the individuals to improve their skills of decision-making, leadership, research skills, analysing skills and several other skills that help in improving their future job prospects and make them competent enough to get good jobs
(Bintani, 2020).
(Bintani, 2020).
WHAT IS YOUR INTENDED CAREER PLAN? 
[image: ]My	intended	career	plan	is	to	become	a marketing manager.
A manager is entrusted with several roles and responsibilities.
He is responsible for	ensuring that proper marketing plans and policies are formulated and	(Bintani, 2020).
they are being effectively implemented in the entire marketing department (Hogarth, 2021).
SKILLS REQUIRED
[image: ]The several skills required by a marketing manager are- decision-making skills, analysing skills, research skills, communication skills, team	building	skills,	coordination	skills, forecasting skills etc.
(Bintani, 2020).
SWOT ANALYSIS
	Strength
	Weakness

	I am good at communicating with people.
I can cooperate effectively with others.
I am very flexible and can adapt to different circumstances easily (Nisha and Rajasekaran, 2018).
	Sometimes, I am not good at managing teams.
I cannot demonstrate effective leadership capabilities at times.

	Opportunities
	Threats

	I am immensely motivated which acts as an opportunity for me.
My creativity helps in attracting several opportunities for me.
I am very flexible in nature which can act as an opportunity to get good jobs.
	I do not have much patience which can act as a disadvantage.
I lack ineffective application of knowledge to some extent.


PDP 
	Objectives
	Skills
have
	I
	Levels of my skills
	Skills	to	be developed
	Time	needed improvement.
	for
	Needed	action	to
achieve the objectives

	
	
	
	1
	2
	3
	4
	5
	
	
	
	

	Communication
skills
	Critical analysis
	
	
	
	√
	
	
	Time management
skills
	4 months
	
	By taking part in several courses (Rowe and Zegwaard, 2017).

	Time management
skills
	Flexibility
	
	
	
	√
	
	
	Solving	of
problems
	2 months
	
	By preparing routines.

	Decision making
skills
	Motivation al skills
	
	
	
	√
	
	
	Analysing
skills
	3 months
	
	By	taking	small decisions first.


CONCLUSION
· To sum up, both academic and employability skills are very important, regardless of the career path one decides to pursue. As per the definitions given, these are two separate sets of skills but they compliment each other.
· As per my presentation, I analysed my intended career vs skills required, I carried out my SWOT analysis and put a PDP in place.
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[bookmark: _Toc88861120]Presentation 
[bookmark: _Toc88861121]Introduction
In this presentation, the concept of academic and employability skills has been discussed. The importance of these skills has also been taken into consideration. My intended career plan has been analysed with respect to the skills required, SWOT analysis and personal development plan.
[bookmark: _Toc88861122]What are academic and employability skills
The academic and employability skills are essential skills that are to be possessed by the individual in order to gain good progress in academies as well as to enhance future scope of getting good jobs (Bhagra and Sharma, 2018). The relevant academic skills are- referencing skills, paraphrasing skills, effective writing skills etc. Whereas, the employability skills comprise of communication skills, decision-making skills, research skills, team working skills etc.
[bookmark: _Toc88861123]What is the importance of these skills?
The academic skills of effective writing, paraphrasing, referencing, formatting etc., helps the students to get good grades in their academics. Whereas, the employability skills help the individuals to improve their skills of decision-making, leadership, research skills, analysing skills and several other skills that help in improving their future job prospects and make them competent enough to get good jobs (Bintani, 2020). 
[bookmark: _Toc88861124]What is your intended career plan? 
My intended career plan is to become a marketing manager. A manager is entrusted with several roles and responsibilities and needs to possess relevant skills in order to manage all the activities in the domain of marketing. He is responsible for ensuring that proper marketing plans and policies are formulated and they are being effectively implemented in the entire marketing department (Hogarth, 2021). 
[bookmark: _Toc88861125]Skills required
The several skills required by a marketing manager are- decision-making skills, analysing skills, research skills, communication skills, team building skills, coordination skills, forecasting skills etc.
[bookmark: _Toc88861126]SWOT Analysis
	Strength
	Weakness

	I am good at communicating with people.
I can cooperate effectively with others.
I am very flexible and can adapt to different circumstances easily (Nisha and Rajasekaran, 2018). 
	Sometimes, I am not good at managing teams.
I cannot demonstrate effective leadership capabilities at times. 

	Opportunities
	Threats

	I am immensely motivated which acts as an opportunity for me.
My creativity helps in attracting several opportunities for me.
I am very flexible in nature which can act as an opportunity to get good jobs.
	I do not have much patience which can act as a disadvantage.
I lack ineffective application of knowledge to some extent.






[bookmark: _Toc88861127]PDP
	Objectives 
	Skills I have 
	Levels of my skills
	Skills to be developed
	Time needed for improvement. 
	Needed action to achieve the objectives 

	
	
	1
	2
	3
	4
	5
	
	
	

	Communication skills
	Critical analysis 
	
	
	
	
	
	Time management skills
	4 months
	By taking part in several courses (Rowe and Zegwaard, 2017). 

	Time management skills
	Flexibility 
	
	
	
	
	
	Solving of problems 
	2 months
	By preparing routines. 

	Decision making skills
	Motivational skills
	
	
	
	
	
	Analysing
skills
	3 months
	By taking small decisions first. 




[bookmark: _Toc88861128]Conclusion
Thus, it is seen that, the several academic and employability skills have been analysed and the importance of these skills have also been discussed.

[bookmark: _Toc88861129]Report
Executive Summary
In this work, the Driscoll’s What model has been used in order to reflect upon the several learnings such as referencing, cover letter writing, academic writing, public speaking and presentation giving etc. Complete explanation of the learning experience and future plans have been given.
[bookmark: _Toc88861130]Introduction
Reflection refers to thinking in details and evaluating the past actions, experiences or behaviours. By conducting a personal reflection, the individuals can try to analyse their progress and they can also determine whether they are comfortable in their current direction or not. Accordingly, several changes or alteration may be made by the individuals in order to improve their future progress. Several models are present that can be used to reflect upon past learnings and experiences. These models include the ERA cycle, Kolb’s experiential learning model, Gibb’s reflective cycle and the Driscoll’s What model. In this report, the Driscoll’s What model has been used in order to reflect upon several essential topics such as cover letter writing, referencing skills and many more.

[bookmark: _Toc88861131]Reflection 
Driscoll developed a reflective model which is based on the “What” aspect. It specifies the individuals to reflect upon their past experiences by asking themselves several questions such as” What”, “So what” and “Now what” Gladd, J., (2020). When these questions are focused upon, a complete analysis of the past learnings and experiences can be done by the individuals. The first question is “What”, which requires individuals to give a complete description of the entire situation or experience that they have encountered. This stage helps the readers to get a clear picture of the entire scenario in their minds (Alharahsheh and Pius, 2021). In the second step, a reflection regarding the experience is obtained by asking the question “So what”. At this stage, the individuals have to ask themselves regarding their learnings from the experience that they have encountered. In the final stage, the “Now what” question is asked which requires the individuals to analyse the possible actions that can be taken by them by reflecting upon the entire experience. The several actions that they can take comprise of changing of their behaviors, trying to develop their skills, trying to change something etc. However, the reflection only helps the individuals to analyse the need for changes and does not demand a change in behavior or action. This model is very effective in order to help the individuals to analyse the circumstances and situations in a detailed manner and specific actions may be taken in order to overcome the drawbacks that have been faced by the individuals in their past (Cotronei-Baird, 2020). 
[image: ]
Figure 1- Driscoll’s What Model
Source: (Dancisinova, et al., 2017) 

[bookmark: _Toc88861132][bookmark: _Hlk78813542]Reflection 1- Referencing
Referencing is a very essential skill that needs to be developed by every student so that he or she can improve the quality and reliability of his or her academic assignments. It is the way in which acknowledgment of the works of several other authors or creators is done when information is used in several dissertations, reports, assignments or any other academic work. Several things need to be referenced such as ideas, information, theories, figures, definitions etc., and even the diagrams also need to be referenced properly (Dancisinova, et al., 2017). 
There are two components of referencing such as in text citations and reference list. There are different styles of referencing in professional and academic disciplines such as- MLA, Chicago, APA, Harvard, Vancouver etc. There is a need to provide proper referencing, both reference list as well as in text citations in order to avoid the issue of plagiarism and to help the readers to understand the source from where information is taken (Griffiths, et al., 2018). 
[bookmark: _Toc88861133]A reflection on my referencing skills 
Previously, I was not aware about the importance of referencing. However, after joining college, I became acquainted with the meaning of referencing and its significance. When I was in my first year of the college, several assignments were given to me in different modules and it was required to conduct thorough research work on the various topics and to prepare the assignments as per the specifications given. But I failed to follow all the guidelines with respect to referencing and gave very few citations in them. Also, I did not format the reference list in the required manner (Husam and Abraham, 2019). When the deadline came, I had to submit my assignment and when the grades came, I saw that I received a grade which was very low and this was due to the several citing errors presented in my work and not using the appropriate style of referencing. I used several direct quotations and did not provide citations for them. Also, my similarity score was above the acceptable percentage of 20% and this was a very serious problem that I faced.
Then I began to inquire about the different types of referencing styles and how to format the references effectively and give citations. Also, I took guidance from the instructors on several topics and aspects of referencing and learned to right different types of assignments such as reports, essays, dissertations etc with complete references. Then, I began to apply my knowledge in all the assignments that I did. 


[bookmark: _Toc88861134]Reflection 2- Cover Letter Writing 
A cover letter is a professional document which is to be accompanied with a Curriculum Vitae when application for job is made by an individual. It is usually a page long and it is a description of the key areas of the curriculum vitae that make the employers to understand why they are suitable candidates for a particular job position that has been advertised by the employer. A cover letter is ready essential for those candidates who have very little or no work experience as they can prepare it in a very effective manner by highlighting their essential transferable skills and in screening their qualities to the employer in details. An attractive cover letter can help the employees to be selected for specific job positions for which he or she has applied (Kornelakis and Petrakaki, 2020). 
[bookmark: _Toc88861135]My Cover Letter writing experience 
Almost, 1½ years ago, when I was looking for a job, I found a job advertisement which was issued by a company which was looking for five sales executives. The requirement of the company was to get charismatic, communicative and persuasive individuals who could join the team and variable to provide their best customer service experience so that the company could retain its customers and would establish strong relations with them (McElfresh, 2019). In order to apply for the given position, there was a requirement upon the candidates to submit an updated version of their curriculum vitae together with a cover letter. I was passionate enough to work as a sales executive and found this job advertisement an opportunity for me. I had some knowledge regarding writing of a cover letter and drafted one for me. I was quite convinced that it would attract the recruiter and I would be invited for the interview (Mandang, 2017). I was very happy as my application was accepted and I was successful in getting the job.
Now, I know that I am good at writing cover letter and I need to polish my skills further. Also, I understood that I have skills of writing are suitable cover letter for the job position that I am applying for (Ng, et al., 2021). Also, I will focus on keeping the voice of the letter formal, concise and polite Osmani, et al., 2019). 
[bookmark: _Toc88861136]

Reflection 3- Academic Writing
Academic writing refers to the writing of academic paper such as reports, essays, case studies, research papers, dissertations etc. These papers have academic grades associated to it and the students have to prepare in these with detailed research work an analysis in order to get good grades (Pouratashi and Zamani, 2019). 
The academic writing is done by using a very formal tone in order to write academic assignments. These are given upon several module topics and specific guidelines are given for each of the academic writing work. The students have to fulfil all the guidelines provided in the assignment brief of the educational institution and accordingly they need to prepare academic work which may either be report, essay, dissertation etc. It helps the students to adopt a research oriented and practical approach towards learning of concepts (Sarkar, et al., 2020). 
[bookmark: _Toc88861137]My Academic writing experiences 
From the time I have entered into college, I have been receiving several academic writings works and I have understood in details from the professors regarding the writing of academic work and to formulating appropriate structure before writing it. As a result, I have been able to get good grades in my academic writing work and my motivation level has also increased (Sugito, et al., 2017). Also, the professors have explained to me the significance of giving references in the academic work and to avoid all types of plagiarism. In future as well, I will try to demonstrate to the professor that I am completely providing references and giving citations for the information that I have taken from any source. I always take care that I paraphrase the information and do not give them as it is given in the original source. I try to avoid committing the offence of plagiarism as far as possible and give thorough in text citations throughout the text. Also, I use appropriate format for giving the reference list at the end of the assignment. After doing all these, I saw that my academic grades were improving significantly and I took more interest in writing my assignments.



[bookmark: _Toc88861138]Reflection 4- Public speaking and giving presentations
Public speaking refers to speaking in public front of a large audiences who may be known or unknown. Whereas, presentation giving refers to making of innovative presentations and explaining them in front of the people (Tsang, 2020). 
It is very essential to prepare attractive and informative presentations and at the university level, marks are awarded for each of the presentations and public speaking sessions that are conducted. These are very essential approach in order to enhance the learning outcomes of the students and to ensure that they are very good at explaining concepts, ideas and giving presentations.
[bookmark: _Toc88861139]My Public speaking and giving presentations experience 
In the first year of my college, we were taught about the elements of an effective presentation and how to prepare attractive and informative presentation. As a practical exercise, we were told to form groups and prepare a presentation which would be delivered by a single member of the group. I got the opportunity of delivering the presentation and I got huge appreciation from the professor due to my good communication, interactive and persuasive ability. Also, I was very good at explaining concepts to the audience in front of me. This motivated me a lot and since then I have been giving a lot of attention towards working on my presentation and public speaking skills. In future also, I would try to learn more innovative ways of preparing presentations and I will work on improving my public speaking skills so that I can deliver effective presentations and express my ideas and opinions in front of a large audience (Wolff and Booth, 2017). 


[bookmark: _Toc88861140]Conclusion
Thus, the Driscoll’s What model has been used in order to effectively reflect upon several essential topics such as cover letter writing, academic writing skill, referencing skill and public speaking and presentation giving skill. 
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