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         Employability skills are defined as the personal skills, attitude and behaviour that enable an individual to perform their personal and professional goals and objectives with greater efficiency and effectiveness. It is very important for employees and students to have effective academic and employability skill such as self-management, teamwork, effective communication, critical thinking, problem solving, leadership and other that help to accomplish defined task in best possible manner. Academic skills are considered as the habits and learning that help student to pursue their academic courses properly and achieve goals and objectives related to academics that includes presentation skill, technical skills, report writing and other academic skill. It is important for organisation motivate employees through provide them monetary as well as non-monetary rewards that inspire them to perform their task in efficient manner. In this report chosen organisation in Marks & Spencer that is British multinational retailing organisation headquarter situated in London, England, UK. Respective organisation sounded in the year of 1884 by Michael Marks and Thomas Spencer and deals in various products and services such as clothing and home and food products.


[bookmark: _Toc99997038]Reflection
Reflection helps an individual to reflect their learning, experiences to others in efficient and systematic manner. There are various models are used to express feelings and experience in understandable manner. 
Gibbs Reflective model: 
Gibbs reflective model is considered as the most popular reflection model that includes various stages of steps through which an individual can explore their experience. This model of reflection is introduced by the Graham Gibbs in the year 1988. It is structural way to express feelings and experience through different stages like description, feeling, evaluation, analysis, conclusion as well as action plan (Galli, 2020). I have learnt various skills, competencies and gain learning and experience during academic and employability skills module and working in group. Explanation of experience, skills and learning with the help of Gibbs model is mentioned below: 
Description: With the objective of improving, students learning and competencies various educational activities are organised by my institution that are relates to developing presentation, delivering lectures from professors that enhance my learning as well also provide me experience related to employment. The module of academic and employability skill includes various activities that enables me to improve skills and capabilities so I will perform all personal and professional goals and objectives in great efficiency. This module is related to the identify different methods and techniques that are used by organisation to motivate employees and enhance their engagement and commitment level. I have learned the meaning of motivation, different challenges that impacts of negatively on employee motivational level. There is an assignment is allotted to us in group regarding developing a presentation on job advertisement. There are five members are included in group including me. I have taken initiate to communicate with other team members and introducing my-self to others. I have distributed projects in various parts and allocate it among team members as per their skills, specialised area and interest level. We have decided to write own work through conducting depth research after that merge all parts of project together before the submission day. It helps use to complete the assignment with greater efficiency and effectiveness and gain desirable outcome. After some time, we have realised that there is some miscommunication among team that misguided us and we all write all project work in different writing style (Lysaker, and Klion, 2017). This the thing that created problem for us because we have no sufficient time to write all parts of project again. So, with the objective of handling the situation, we have coordinated with each other and rewrite the project with efficient before the submission date. 
Feeling: In the initial stage of academic and employability skill, I have felt excited and happy because I knew that in will lean various things and skills from the module that help me to perform my academic and professional goals and objectives in best possible manner. But during the module, I also felt the sense of nervousness so I pay extra efforts and attention towards learning process. All these experiences and feelings help me to gain variety of skills and competencies that enable me to attain various career development opportunities that plays significant role in my career growth.  In my assignment of group I felt excites and confident because I have allocated all work among group members in systematic manner but at the time of merging project work, we have realised our mistake that we have prepared our work in different writing styles that enhances the feeling of frustration because we need to complete our work before submission date. In that situation, all group members cancelled their plans and stay in work to complete it on time (Mekler, Iacovides, and Bopp, 2018). All team members coordinated with each other that enhances our motivational level and enable us to complete the project on time with efficiency. In the initial stage of project, I have no idea how to manage teamwork to gat desirable outcome. At the time of submitting assignment, all group members analysed the sense of proud as we completed project on time with greater efficiency and effectiveness. I was satisfied with hard work of all group members so we completed project before deadline.  
Evaluation: During the module, I have felt that there is various situations are occurred in which some goes well and there are some things which went wrong. All these things enhances my capabilities to handle situation is best possible manner. In module I have learnt that several things such as implementation of inappropriate motivational theory without analysing the needs and requirement of an individual impact on their motivational and performance level. During this module, I have properly analysed the situation than take appropriate actions that enhance my learning and skills. In group work assignment as well various positive and negative situations are raised that impact on our overall working performance. I have realised that all members in group are ready to pay their best and work more efficient to complete assignment properly. As we all realised that we have lost our most of time due to miscommunication so we decided to perform task with more dedication. Dedication of members, coordination are the some aspects that enable us to complete the assignment with best quality output (Sánchez-Hernández, and et. al., 2018). On the other hand, we have made some mistake such as writing assignment in different writing style that creates biggest problem in front of us. It created burden on us, we developed effective strategies and planning to overcome the issue and complete the assignment on time. 
Analysis: I have analysed that there are various things that went favourably and helped to enhance learning and provide quality experience. During this module, I have gained professional knowledge, understanding regarding how to motivate an individual that helped in to performing academic assignment and career development opportunities. In the group assignment, I have divided all work among group members on the bases of their knowledge, interest and skills that motivated them to perform assigned task with higher efficiency and effectiveness. I also took the responsibility of my interest or specialised area in which I can definitely give my best. It saves my time to research knowledge because I have already knowledge regarding that. On other hand, some things are not going well such as miscommunication occurred among team members that impact on overall performance (Sheoran, and Kumar, 2020). We have analysed the situation and its consequences that develop effective planning that help to handle the situation in best possible manner. There are various approaches such as Belbin’ approach and group think are used that help to understand situation properly than take actions accordingly. These approaches also helped me to accomplish my future goals and objectives in efficient manner. 
Conclusion: During the module of academic and employability skill I have improved various skills such as research skill, communication skill, writing skills. time-management, leadership and various other skills that enhances my overall personality and enable me to attain all desirable goals and objectives with efficiency and effectiveness. I have learnt how to motivate or inspire other people to gain desirable outcome. In the assignment of group work I have learnt teamwork skill, effective communication and other that enable me to perform efficiently in team and lead all effort of team member in right direction. I have analysed that coordination is the important aspect that help to attain determined goals and objective in best possible manner. After the situation of miscommunication, we have decided specific work structure as well as writing style. I have learned critical thinking, problem solving, time management skills that help me to analyse the situation and develop effective strategies that carry all my and other team members in the right direction. 
Action Plan: If these all situations are occurred in my like again than I will handle this situation in quite appropriate manner that enable me to overcome the challenges. I maintained communication among team members through conducting various meetings and conferences that lead all efforts and activities in the direction of accomplishing group activities in right direction.  Throughout the module and group assignment, I have analysed my strong areas that enable me to perform determined tasks in best possible manner (Fessl, and et. al., 2017). In future, I will assign all task and activities to team members with expected outcomes that help to accomplish defined objective properly. As there are various skills, capability and competences are developed during the module that facilitates me to attain my personal and professional life objectives in efficient manner. During the assignment, I have gained knowledge and understanding regarding new things that help me to attain career development opportunities. 
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Personal development plan: Personal development plan is defined as the plan that includes various actions that are conducted with the objective of developing specific skills and competencies to enhance overall performance and productivity. Properly developed plan provides direction to individual that led them towards attaining personal and professional goals.   It helps me to improve my weak areas and develop other skills that improve my personality. My personal development plan is mentioned below: 
	Skills
	Action plan
	Outcome
	Time period

	Decision making skills
	With the objective of improving decision-making skill, it is important for me to understand the concept and process of decision-making as well as benefits of effective decisions. I will take participation in different academic courses and analyse business situations. I will take participation in various activities that help to take better decisions. 
	Through improving decision-making skill, I am able to take suitable decisions according to situation to gain best output.  It enable me to select better option among available alternatives that fit the situation. It facilitates me to take better future decisions and handle difficult situations. 
	5 Months

	Public speaking 
	Public speaking is the skill that enable me to communicate my ideas, concepts and other information to others. I have taken online courses, regular classes to improve my communication skill. I have taken participation in stage shows that reduce the sense of hesitation that enable me to communicate my thought in clear and efficient manner. 
	Improvement in public speaking helps me to convey all my ideas, thoughts as well as other information to others is systematic and understandable manner.  
	9 months

	Organisation and working in team 
	It is very important to enhance organisation and teamwork skill to attain determined goals and objectives. I have taken participation in workshops and online classes that enable me to organise work according to time. To improve teamwork skill, I have taken participation in team assignment and projects. 
	Organisation and teamwork skills help me to perform defined operations in systematic manner. Effective teamwork skill enable me to lead team member efforts in right direction and maintain coordination among all team members. 
	1 year
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	As per the above report, it can be concluded that academic and employability skills are very important for the employees and students to perform their academic and professional work in best possible manner. There are various skills and competencies are learned by an individual throughout their academic sessions or working in an organisation. All these skills and capabilities enable them to perform their personal and professional goals with efficiency and effectiveness. 
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