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[bookmark: _Toc133536406]INTRODUCTION
In the paper I am going to introduce my skills which I have developed during my course. Time management, Library information, referencing and public speaking skills. Although I have not a lot confidence I about these skills but time to time I get some basic to advanced knowledge how to overcome from the weakness which can impact my future and my career. Higher education skills are not important but a must for living further life to survive in the coming future. I am discussing the above-mentioned skills what, why and how can we learn these skills within different scenarios with different approaches. I am going to explain tiny details in my language and how it helps me to write this report and makes me more confident about these skills.

Topic-1 
[bookmark: _Toc133536407]Time Management
Time management skills include the ability to prioritize tasks, manage time effectively, and finish tasks on schedule. People who are effective at managing their time can become more productive, experience less stress, and achieve a better work-life balance, all of which are essential for both personal and professional success. One of the primary reasons time management skills are crucial is the capacity to do more tasks in less time (Watanabe et al., 2021). We may prioritize our tasks depending on their relevance and allocate our time accordingly when we effectively manage our time.
Description: I frequently struggle to manage my time well as a student. I frequently procrastinate and wait until the very last moment, which makes me feel stressed and overworked.
Feelings: I'm upset with myself for not being able to effectively manage my time. I also worry and get anxious about meeting deadlines and delivering high-quality work.
Evaluation: After giving it some thought, I've decided that my ineffective time-management skills are detracting from my academic success and causing unneeded stress. I know that I am responsible for my education and aware that I am responsible for my education and that I must practice time management.
analysis: I'm aware that a variety of things contribute to my problems with time management. One is that I regularly misjudge how long a task will take and postpone it until the very last minute. I easily get distracted by social media and other forms of entertainment, which reduces my time of time I have for studying.
Conclusion: In conclusion, if I want to improve my time management skills, I need to be more realistic about how long projects will take and schedule my time effectively. I should also set out specific study time that is free from interruptions and works on my self-discipline.
Action Plan: I'll start by creating a weekly plan for myself that outlines all of my specific responsibilities and due dates. In addition, I'll schedule daily undisturbed study time. To strengthen my time management skills, I'll also explore resources and help, like online courses or a study club.
Topic- 2
[bookmark: _Toc133536408]Using the Library and gathering information
Libraries are excellent resources for learning about a variety of topics. They offer a wide range of tools that can help people in their pursuit of information, including books, journals, databases, and multimedia content. Making the most of the library's resources requires understanding your research goals and how to use its resources (Barus et al., 2021). Many libraries provide courses and tutorials to assist visitors in learning how to conduct research, browse library catalogs, and access databases. Furthermore, having great time management skills is essential because research can take a long time. By effectively using the library and information gathering, people can broaden their knowledge and enhance their capacity to complete their academic and personal goals (Rafi et al., 2019). As a student, I frequently use libraries to conduct topical research for my studies. I can use Gibbs' Reflective Cycle to analyze my experiences using the library and pick up new knowledge.
Description: Here, I describe the events leading up to and during my encounter. When using the library, I frequently find problems navigating the vast amount of literature available. I periodically feel disoriented and overwhelmed. I've learned to use a variety of search techniques, such as truncation and Boolean operators, to narrow my focus and find relevant information. Asking the librarians for assistance is advantageous, in my opinion.
Feelings: At this moment, I reflect on my feelings and my thoughts. I was initially frustrated and tense when I started seeking information in the library. I began to feel more confident and knowledgeable, though, as I used search techniques and learned more about them. I valued the librarians' aid and expertise as well.
Evaluation: At this stage, I weigh the experience's benefits and drawbacks. Utilizing the library and learning can be time- and effort-consuming. But it's a crucial component of my education, and I've picked up skills that will be helpful for both my future schoolwork and career.
Analysis: At this stage, I consider the components of the event. The procedure can be made more manageable by using search tactics and asking for guidance, even though the vast amount of information available may be overwhelming. Additionally, the experience has demonstrated how important it is to develop research skills like information literacy and critical thinking.
Conclusion: Now that the incident is over, I consider the lessons I've learned from it. While utilizing the library can be challenging at times, it is possible with the right knowledge and techniques. I've also discovered the need of developing my research skills and the importance of asking for help when I need it.
Action Plan: Right now, I consider how I will use what I have learned in the future. In the future, I'll continue to use the library and gather research materials for my classes, but with more assurance and skill. I'll also seek opportunities to refine my research methods and use the power of the resources at my disposal.
Topic-3 
[bookmark: _Toc133536409]Referencing
Reference management is essential in academic writing and research. It comprises properly and formally citing the information sources and acknowledging their use in a written work. A few of the numerous purposes of referencing include recognizing the authors or producers of the original work, demonstrating the validity of the research, and letting readers access and verify the sources used (Mendes et al., 2019). Different referencing styles, including APA, MLA, Harvard, and Chicago, are used in academic writing. Every referencing style has its guidelines and requirements, including how to format in-text citations, where to place the reference list or bibliography, and how to cite different types of sources, such as books, journal articles, websites, and others (Strobl et al., 2019). Gibbs' Reflective Cycle is a practical tool for analyzing experiences and identifying areas that require correction. As a student, I had to learn how to cite sources for a range of academic assignments, and I discovered that using Gibbs' Reflective Cycle helped me evaluate my experiences and improve my abilities.
Description: When I first started my academic career, I had no prior reference experience, therefore I found the task of citing my work to be very challenging. I struggled to understand the different citing styles and how to correctly acknowledge sources. I found that spending a lot of time on research and learning about references hurt my output. But as I moved farther along in my studies, I realized how important reference was too academic writing and how much I needed to develop this skill.
Feelings: I remember feeling frustrated and overloaded when I first started referencing. I saw referencing as a time-consuming, difficult task that distracted me from my writing. However, the more I learned about referencing and its role in academic writing, the more motivated I was to perfect my skills in this area.
Evaluation: After reflecting on my experience, I realized that my initial displeasure with the reference was brought on by my ignorance of the topic's importance. But as I learned more about the advantages of reference, I became aware of the necessity to hone my abilities in this field. I was able to assess my development and identify my areas for improvement by comparing my current referencing skills to my early skills.
Analysis: To analyze my experience, I looked at the problems that held me back and the steps I took to fix them. I concluded that my lack of understanding and appreciation of references was the biggest hindrance to my progress. I also became aware of how crucial it was to utilize Internet resources, seek help from teachers and other students, and practice my understanding and referencing skills.
Conclusion: After reflecting on my experience, I concluded that developing my reference skills is essential for succeeding in school. I became conscious of the necessity to continue learning and perfecting my referencing strategies to avoid plagiarism and increase the credibility of my work.
Action Plan: I want to keep using the internet, contacting teachers and other students for help, and regularly practicing referring to improve my citing skills. Additionally, I'll pay close heed to the advice from my teachers and adjust my referencing style as necessary. I'll also give reference to the consideration it merits by scheduling time for it when I'm writing.
Topic-4
[bookmark: _Toc133536410] Public speaking and Giving Presentations
Public speaking and presentation skills are essential for people in many occupations. These skills require the ability to effectively communicate ideas, persuade an audience, and present information in a comprehensible and organized manner. Presentation formats include keynote speeches, panel discussions, PowerPoint slideshows, and other formats (Yulianti and Sulistyawati, 2021). Possessing great public speaking and presentation abilities can improve academic and personal performance, increase work opportunities, and boost confidence. But for many people, public speaking can be challenging and terrifying. To overcome these challenges, people might practice their delivery, prepare fully, and ask for feedback from peers or instructors (Ivanova et al., 2020). A reflection paradigm that facilitates systematic analysis of one's experiences, emotions, and actions is the Gibbs Reflective Cycle. Making presentations and giving speeches in front of an audience have been one of the hardest difficulties I've faced as a student. In this post, I'll assess my experiences and identify areas for improvement using Gibbs' Reflective Cycle.
Description: In Gibbs' Reflective Cycle, the circumstance is described in detail in the first phase. Public speaking and presentations have never been my strong suit. The idea of having to present my views in front of a crowd makes me feel anxious and frightened. But as a student, I've been required to give several presentations as part of my coursework. I can recall one such instance where I had to give a presentation on how social media was impacting society. I practiced my presentation numerous times, but I still felt nervous when it came time to give.
Feeling: The following stage in Gibbs' reflective cycle is identifying the emotions and sentiments associated with the experience. I felt incredibly uncomfortable and anxious the entire presentation. I struggled to focus on my delivery since my heart was thumping so loudly. I was so worried about making mistakes or forgetting my points that I was unable to enjoy the presentation process.
Evaluation: In this stage, the experience must be critically analyzed to ascertain both its benefits and drawbacks. I can now clearly see that my poor performance was primarily due to my lack of preparation and lack of confidence. I didn't understand the material, and I hadn't practiced my presentation nearly often enough.
Analysis: The next step is analysis, during which it is discovered what might have been carried out differently following the event. I should have planned more ahead, to start. If I had spent more time researching and practicing, I might have felt more at ease during the presentation. Second, I may have sought advice from my classmates or tutor on how to improve my presentation.
Conclusion: Now is the time to take a lesson from the experience. When it comes to giving presentations and public talks, I've found that preparation and practice are essential. By asking for feedback and utilizing it constructively, I might potentially improve my delivery and develop more confidence as a presenter.
Action Plan: The final phase of Gibbs' reflective cycle involves creating an action plan for the future. In my instance, I want to regularly improve my presentation and public speaking skills. By making time, I will increase my confidence and enhance my delivery. To identify my areas of weakness and make the necessary corrections, I'll also solicit feedback from my peers and teachers.

[bookmark: _Toc133536411]Conclusion
After giving all simple to complex perspective regarding above mentioned personal skills with the help of Gibbs model I am concluding that this course would help each and every single individual for getting come over from the trauma or fear related to their life that how would they live their lives and how to come get over it. I have learned a lot of things and made a well-organised person in my own sphere.
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INTRODUCTION

This presentationdiscussesabout the Academicand Employabilityskills Comprehensive
academic and employability skills are essential for success in both academic and

professionakettings Academicabilitiesare the aptitudesand strategiesthat allow people
to successfullyearnand achieve academicsuccess(CotroneiBaird, 2020). Theseabilities
and strategiesinclude critical thinking, researchand writing, ime managementand study

practices

On the other hand, employabilityskillsare the personaland professionahualitiesthat help
people land and keep jobs, succeed at work, and advance in their professions

Professionalismteamwork,problemsolving, adaptability,and communicatiorare a few of
theseskills
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        INTRODUCTION  This presentation discusses about the Academic and Employability skills . Comprehensive academic and employability skills are essential for success in both academic and professional settings . Academic abilities are the aptitudes and strategies that allow people to successfully learn and achieve academic success ( Cotronei - Baird, 2020 ) . These abilities and strategies include critical thinking, research and writing, time management, and study practices .  On the other hand, employability skills are the personal and professional qualities that help people land and keep jobs, succeed at work, and advance in their professions . Professionalism, teamwork, problem - solving, adaptability, and communication are a few of these skills .
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INTENDED CAREER AND ITS REASON

(Source: Forbes, 2023)

The chosen career path is Human resources . Human resources
professionals are in charge of managing the employee life cycle,
which includes  hiring, choosing, training, and developing
employees as well as keeping them on staff and letting them go
(Stone et al.,2020). To thrive in this field, people require a
combination of technical, leadership, and interpersonal skills.

To manage the day-to-day operations of human resources, such
as developing and implementing policies and procedures,
managing employee benefits and compensation, and ensuring
compliance with labor laws and regulations, technical skills are
required . Additionally, in the HR sector, proficiency with technology
and data analysis is becoming increasingly important .
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             INTENDED CAREER AND ITS REASON  The chosen career path is Human resources . Human resources professionals are in charge of managing the employee life cycle, which includes hiring, choosing, training, and developing employees as well as keeping them on staff and letting them go (Stone et al . , 2020 ) . To thrive in this field, people require a combination of technical, leadership, and interpersonal skills .  To manage the day - to - day operations of human resources, such as developing and implementing policies and procedures, managing employee benefits and compensation, and ensuring compliance with labor laws and regulations, technical skills are required . Additionally, in the HR sector, proficiency with technology and data analysis is becoming increasingly important .    (Source: Forbes, 2023)
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INTENDED CAREER AND ITS REASON
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             INTENDED CAREER AND ITS REASON  Interpersonal skills are also necessary for success in human resources . HR professionals must effectively interact with managers, employees, and stakeholders at all organizational levels . They must be able to forge dependable relationships, resolve conflicts, and master difficult conversations .  Finally, HR professionals who are in charge of leading initiatives or managing teams within the organization need to be great leaders . HR professionals must be able to inspire and motivate employees, serve as an example to others, and make strategic decisions that forward the objectives of the company (Macke and Genari , 2019 ) .    (Source: The Borgen Project, 2023)
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YOUR INTENDED CAREER
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Employability Skills

(Source:Founderja; 2023)

Since employability skills separate candidates and highlight their value to
employers, human resource professionals should concentrate on improving
these skills A variety of vital employability skills are essential in this
profession, in addition to technical expertise and familiarity with human
resources policies and procedures:

Communication HR professionals need to be able to effectively
communicate with staff members, managers, and stakeholders at all
organizational levels. Speaking, writing, paying close attention as you
listen, and communicatingwith empathy are all covered.

Teamwork: HR professionals must be able to work well with one another
and promote shared goals because they routinely deal with different
teams and departments withina company (Fajaryati and Akhyar, 2020).
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             EMPLOYABILITY SKILLS CONCERNING YOUR INTENDED CAREER • Since employability skills separate candidates and highlight their value to employers, human resource professionals should concentrate on improving these skills . A variety of vital employability skills are essential in this profession, in addition to technical expertise and familiarity with human resources policies and procedures :  Communication : HR professionals need to be able to effectively communicate with staff members, managers, and stakeholders at all organizational levels . Speaking, writing, paying close attention as you listen, and communicating with empathy are all covered .  Teamwork : HR professionals must be able to work well with one another and promote shared goals because they routinely deal with different teams and departments within a company ( Fajaryati and Akhyar , 2020 ) .    (Source: FounderJar , 2023)
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EMPLOYABILITY SKILLS CONCERNING
YOUR INTENDED CAREER

(Source: Institute of Entrepreneurship, 2023)

Problem -solving: HR professionals need to be able to identify
and manage complex issues that frequently include several parties
and competing interests .

Adaptability : Because the field of human resources is constantly
evolving, HR professionals must have the flexibility to adopt new
technologies, laws, and practices .

Leadership : HR professionals may be in charge of managing
teams or leading initiatives within the organization to motivate and
inspire  workers, make strategic decisions, and achieve

organizational goals .

Professionalism : HR professionals must conduct themselves with
a high degree of morality, accountability, and ethics (Osmani et al.,
2019).
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             EMPLOYABILITY SKILLS CONCERNING YOUR INTENDED CAREER  Problem - solving : HR professionals need to be able to identify and manage complex issues that frequently include several parties and competing interests .  Adaptability : Because the field of human resources is constantly evolving, HR professionals must have the flexibility to adopt new technologies, laws, and practices .  Leadership : HR professionals may be in charge of managing teams or leading initiatives within the organization to motivate and inspire workers, make strategic decisions, and achieve organizational goals .  Professionalism : HR professionals must conduct themselves with a high degree of morality, accountability, and ethics (Osmani et al . , 2019 ) .    (Source: Institute of Entrepreneurship, 2023)
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SWOT ANALYSIS

A SWOT analysis can be used to determine a person's strengths, weaknesses,
opportunities, and threats in a certain field or circumstance For a student studying human
resource management, a SWOT analysis would look like this:

Strengths

WEAKNESSES THREATS
L ]

. powerful communicationskills
Possibilityof leadership

a comprehensiveunderstanding of HR policies and procedures

high capacity for criticalthought and problem-solving
OPPORTUNITIES

W eaknesses.

a smallamount of experience in the sector
(Source: Medium, 2023)
lack of familiaritywithgood practices and emerging trends

a lack of technical proficiencyin technology and data analysis

lacking confidence in certain settings, including public speaking
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             SWOT ANALYSIS A SWOT analysis can be used to determine a person's strengths, weaknesses, opportunities, and threats in a certain field or circumstance . For a student studying human resource management, a SWOT analysis would look like this : Strengths :  powerful communication skills  Possibility of leadership  a comprehensive understanding of HR policies and procedures  high capacity for critical thought and problem - solving Weaknesses :  a small amount of experience in the sector  lack of familiarity with good practices and emerging trends  a lack of technical proficiency in technology and data analysis  lacking confidence in certain settings, including public speaking    (Source: Medium, 2023)
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(Source: Rhythm Systems, 2023)

Opportunities

Opportunities to gain practical experience through internships or part-time
jobs

Opportunities to speak with HR professionals and participate in
professional development events

options for pursuing additional education or training in fields like
technology or data analysis

Threats:

Competitionfor jobs in the HR industry
New technology and best practices are transformingthe HR landscape.

Economicdownturns or other external factors that may have an impacton
the availability of jobs in the sector
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             SWOT ANALYSIS Opportunities :  Opportunities to gain practical experience through internships or part - time jobs  Opportunities to speak with HR professionals and participate in professional development events  options for pursuing additional education or training in fields like technology or data analysis Threats :  Competition for jobs in the HR industry  New technology and best practices are transforming the HR landscape .  Economic downturns or other external factors that may have an impact on the availability of jobs in the sector    (Source: Rhythm Systems, 2023)
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PDP

Goal/Objective

Resources Required

L el et e e Attend workshops  or  online the following six months
classes on data analysis and

technology

Obtain G-I 000 Submit  your application  for thefollowingthreemonths

Experience internshipsor parttime HR jobs.

Tl e T T -1 1 Takea publicspeaking class or sign the following four months
Confidence up for a Toastmastersclub in your

area

(G T g e - Attend HR conferencesor sign up Within the upcomingyear

trends with reputableHR organizations

funds for professional
development or access to online
learning resources (Gero and

Mano-Israeli,2020.

access to employment listings,
networking  possibilities, and

resourcesfor applications

A professional  development
budget, networking opportunities
or materials for public speaking

(Dansiehet al.,2021).

access to the association and
conference resources, chances to
network, and/or funding for

professionalgrowth
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                                                                                                                                      PDP                                 Resources Required  Timeline/Deadline  Actions/Steps to  Achieve  Goal  Goal/Objective  funds for  professional  development or access to  online  learning resources ( Gero  and  Mano - Israeli, 2020 ) .  the following six months  Attend workshops or  online  classes on data analysis  and  technology .  Boost Technical Capabilities  access to employment  listings,  networking possibilities,  and  resources for applications .  the following three months  Submit your application  for  internships or part - time HR jobs .  Obtain Real -  World  Experience  A professional  development  budget, networking  opportunities,  or materials for public  speaking  (  Dansieh et al . , 2021 ) .  the following four months  Take a public speaking class or  sign  up for a Toastmasters club in  your  area .  Improve Your Public  Speaking  Confidence  access to the association  and  conference resources, chances  to  network, and/or funding  for  professional growth .  Within the upcoming year  Attend HR conferences or sign  up  with reputable HR organizations .  Keep informed on  emerging  trends DP
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DEMONSTRATION OF THE WORLD OF
WORK IN THE CONTEXT OF THE CHOSEN

CAREER

(Source: Forbes, 2023)

Because the workplace is constantly evolving, human resource
management is essential for managing and responding to these
changes. Some examples of how the workplace is changing and

how human resource prof essionals are adapting are as follows:

. Remote work

. Diversityand Inclusion(Bratton, 2020).

. Technology

. Talent management

. Employee Well-being (Davidescuet al., 2020).
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             DEMONSTRATION OF THE WORLD OF WORK IN THE CONTEXT OF THE CHOSEN CAREER Because the workplace is constantly evolving, human resource management is essential for managing and responding to these changes . Some examples of how the workplace is changing and how human resource professionals are adapting are as follows :  Remote work  Diversity and Inclusion (Bratton, 2020 ) .  Technology  Talent management  Employee Well - being ( Davidescu et al . , 2020 ) .    (Source: Forbes, 2023)
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CONCLUSION

The study of human resource management, which adapts to the changing
nature of business and industry, is essential to the world of work, to sum
up. HR professionals are responsible for managing a range of issues,
including talent management, employee wellness, diversity and inclusion,
remote work, and technology integration. By keeping up with emerging
trends and best practices, developing effective policies and procedures,
and cultivating an inclusive and healthy culture, HR specialists can help
firms attract, develop, and retain top talent and achieve their strategic
goals. As the world of work continues to transform, HR professionals will
play a larger role in influencing the future of work and helping
organizations prosper in a dynamic and ever-changing business
environment.
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        CONCLUSION The study of human resource management, which adapts to the changing nature of business and industry, is essential to the world of work, to sum up . HR professionals are responsible for managing a range of issues, including talent management, employee wellness, diversity and inclusion, remote work, and technology integration . By keeping up with emerging trends and best practices, developing effective policies and procedures, and cultivating an inclusive and healthy culture, HR specialists can help firms attract, develop, and retain top talent and achieve their strategic goals . As the world of work continues to transform, HR professionals will play a larger role in influencing the future of work and helping organizations prosper in a dynamic and ever - changing business environment .
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