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Executive Summary
Teamwork has played a crucial role for me to handle difficult situations in the work. Different kinds of academic skill such as report writing, paraphrasing, summarising and referencing has been discussed in this study. Personal SWOT analysis has explained about the importance of employability skills to achieve good growth in future. Problem solving skills has helped me to deal with sudden problems in the reputed companies. Gibbs Reflective cycle has been used to analyse own skills for the academic skills in this work. Different components in this model such as description, feelings, evaluation and action plan have been discussed in the study. 
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[bookmark: _Toc38752613]Introduction 
[bookmark: _bak8qcn5r97y]Employability skills can be referred to as soft skills that are important for any individual to deal with any complex situations within the workplace. They apply their knowledge, which helps them to fit themselves in any work environment. Academic skills play a crucial role in an individual life to use their potential for achieving success in the future. Different types of skills, which are required for employment, will be discussed in this study.  Explanations of some models to reflect on own learning will be explained in this report. Personal SWOT analysis for understanding the strength and weakness will be analysed in the study.


[bookmark: _Toc38752614]Task 1: 
[bookmark: _ohw8v3y39tg]Analyse own academic and employability skills 
Own academic skills 
Academic skills are important in any individual’s life to use critical thinking for achieving success in future (Bailey, 2011). Some of the skills that are listed in this study that includes report writing, summarising, paraphrasing, referencing and maintaining proper structure in a paragraph. 
Report writing 
Report provides appropriate information about specific topic and different points are discussed in order to reach the conclusion (Robinson et al., 2010). I have made proper plan for conducting the research in successful manner. Gathering information from different website and books has helped me to gather relevant data for the study. I have designed proper structure of the report for filling out the gaps in best possible way. Some of the steps that are taken by me during this research are noting down important points to understand gap and using appropriate information to solve the problem. From tutor feedback, I found that I have maintained logical structure that explain about the purpose of report in clear manner and create positive impact in the mind of reader. I have used headings and subheadings to explain the different topics in proper way. Separating report into different logical sections has helped me to discuss about the flow of report in best manner. I have given proper summary and appropriate findings to explain the objectives of study in less time. 
I have provided recommendation on every task that has enabled the readers to understand it in effective means. I have listed different chapters in separate page that becomes easy for them to find specific topic in less time. I have given appropriate title page in the beginning to ensure that readers are aware about the study in better manner. Analysing the findings and adding conclusion in the report has helped me to provide good quality of report for reader. I have provided recommendations at the end of the work to create good impression in tutor’s mind. Appropriate table of contents has been mentioned with proper heading and page number that has helped me to find any topic in easy manner. 
Summarising 
It provides short and clear description about the specific idea or any kind of facts inside the passage (Zemach and Rumisek, 2005). From given feedback I felt that I am capable of summarising the ideas in crisp manner that helps the reader to understand objectives of the report in less time. Identifying the main points in the study has helped me to do the research in best manner. I have noted down the key points while writing summary of the report. This has improved my skill to use creative ideas for conducting any kind of study in planned way. I have organised the report in proper manner with heading, subheading and page numbers that has become easy for readers to find any topic in easy manner.  Linking of important ideas in short has helped me to summarise the report in better way.  I have used these techniques to describe short and clear description of the study for proper understanding in less time.  I have gone through the previous slides to improve my knowledge to summarise report in better way.
 I have explained the aim of the study and highlighted key points in crisp manner to understand the topic in best possible manner. I have discussed the entire report in brief which helps the reader to analyse the entire thing in less time. Implementations of these things have increased my knowledge to go through any study by appropriate means. Good summary of the study creates positive impact in the reader’s mind to analyse topic in better manner. 
Paraphrasing 
It is referred as writing something in own words but it expresses the idea of the content in best manner (Prentice and Kinden, 2018). I have taken help from relevant sources and books to analyse the topic in proper way. I have used proper vocabulary and checked the sentence structure in the work to avoid any mistake in the study. Reading newspaper and motivational books has increased my vocabulary skill to provide best kind of work for readers. I have ensured that main idea and proper tone is reflected in my study to explain about the topic by effective means. I have used accurate sentences and mentioned about proper source that explain the work in better way. This has helped me to increase my skill to do paraphrasing in any topic. I have understood the original context of sentence written in Internet and then used my skills to write it in own words within my work. 
I have used paper to note down main idea of the topic and implement this in my style. I have revised the rules of paraphrasing to use in own work in the better manner. Usage of separate sentences to explain information has helped me to improve my paraphrasing skills for future. 
Referencing 
This process is used in any study to show the contribution of other writers and researchers (Iser , 2003).  I have avoided plagiarism in work by following some technique that includes proper summarisation of the topic and giving appropriate references wherever required. I have used simple and short sentences in English to produce good quality of report for the readers. Special care is taken by me to follow specific rules while doing citation in books and website within the report. I have added bibliography that explains about all the sources that are included in the work. This has improved my skill to use critical thinking and new ideas for providing best quality of report to readers. I have learned new things such as providing in- text citation from newspaper article in the report. I have used Harvard referring style in the entire work that creates good impression in the reader’s mind while going through the report. I have given appropriate citation for content that helps the reader to find relevant information inside the study.
 I have understood different rules for referencing from study materials and implemented them in my work in appropriate manner. I have given some of the priorities in newspaper article and books to convey clear message to the reader’s mind. This has created positive impact in the reader’s mind to analyse the content of report in better way. 
Paragraph Structure 
It is important to maintain proper structure in the paragraph while writing any kind of article or essay. I have taken proper care to explain about main idea of the topic for creating good impression in the reader’s mind. I have considered different paragraph in the report for discussing range of ideas in clear manner. This has helped me to learn about new things that include topic, support and concluding sentence. I have added support sentence that explains about the main idea of the topic in detail. Addition of concluding sentence has helped me to summarise the entire paragraph of the study in proper way. I have studied the previous slide for maintaining proper structure in paragraph to increase my knowledge in better manner. Topic sentence in a paragraph has explained about the content and of my work.  It will give idea about the different subjects that helps me to analyse the reader’s mind. Concluding sentences add more meaning as it discusses about the entire study inside the paragraph in crisp manner. It has increased my knowledge to provide good quality of work in future. 
Understanding clause structure 
Clause consist of two main things in English namely usage of subject and verb in any sentence.  I have implemented the proper usage of clause to avoid mistake in work. This has helped me to increase my knowledge and understand things in detailed manner. It has created interest in the mind of reader to go through the study in proper way. I have noted down important points while writing any sentence in English while doing work. I have checked grammar and used short sentences in the work for generating positive impact in reader’s mind. It has increased my confidence to write any study by using appropriate means. I can explain the usage of clause to other person for providing help in difficult time. I have taken proper care to write proper sentence in my work as it discuses about the content and ideas in my work. Usage of appropriate software has helped me to correct sentence in order to avoid any kind of mistake within the report. I have checked the punctuation marks and using capital letters in the beginning to create good impression in the reader’s mind. These things have helped me to improve my skills to provide quality work to clients. 
Employability skills
These skills are important in any individual’s life to apply their knowledge for solving complex problems within the workplace (Cottrell, 2010). Some of the skills that are included in this study are communication, problem solving, using new technology and knowledge of company. 
Personal SWOT analysis
This analysis is helpful to understand the strength and weakness on personal level (Phadermrod et al., 2019).  Identifying the areas for development is important to achieve good position in future. 
	Strengths
· Time management skill 
· Problem – solving skill 
· Teamwork 
	Weakness
· Adaptability 
· Average verbal communication skill 

	Threats
· Lack of technical knowledge in different issue  
· Less knowledge of organisational process 
	Opportunities
· Collaboration among team members 
· Good knowledge in new technology 
· Good written skill 




Table 1: Personal SWOT analysis
Communication skill
I have average verbal communication skill, as I am afraid of public speaking. However, I have good written skill that can help me to get a better position in reputed companies. I have the ability to build good rapport with team members that would motivate me to deal with complex situations in new company. I have knowledge of different languages that may provide onsite opportunity for dealing with international clients. 
Time management skill
I have excellent skills to finish the assigned task within specific deadline that can help me to achieve higher position in good companies. My lecturers say that I can plan proper schedule to start work with team members and continue the milestone for long run. I have the ability to manage people and stay focused for performing specified work, which may provide opportunity to handle large team in multinational companies. 
Usage of new technology 
I have good knowledge in latest technology that can help me to provide growth for working in different project in good companies. This will generate positive attitude in my mind to use new ideas for performing better in the future. I can implement new technology and guide team members to show practical application in specified task for performing task in efficient manner. It would increase my confidence to work in different role according to the requirements of job in multinational companies. 
Adaptability 
I have average skill to adjust quickly with sudden changes that may provide less opportunity for achieving constant growth in firm. However, with proper training and guidance from seniors would help me to improve this ability in multinational company for upcoming years. I will implement new business models after getting knowledge about new skills in the organisation. 
Teamwork
I have excellent skills to work in a team for completing specific task that would help me to get promotion in the reputed companies. I can share new ideas and guide team members in proper manner to solve complicated problems in less time. This will increase my confidence to handle large group of team for handling different projects in future. It would lead to use of creative ideas for handling any situation in the workplace. 
Problem solving skills 
I have excellent skills to deal with any kind of challenges that would help me to get good position in multinational companies. I can analyse the figures and create proper plan to solve the problems in less time. I will use my idea to create new solution and implement them in best possible manner to get reward in the firm. 
Collaboration 
I have good ability to work with different teams that can provide opportunity to improve growth in reputed companies. I can solve the conflicts within team members that help me to gather confidence for dealing with any situation in the workplace. I will understand the strength and weakness of every team member to deliver assigned work by efficient means.
[bookmark: _Toc38752616][bookmark: _dj3gjcd44c1j]Conclusion 
[bookmark: _z02e945rc0vd]It can be concluded that teamwork plays a vital role to achieve the objectives of clients within the specified deadline. Motivation is important to deal with any unexpected problems in the work. Problem solving skill has created better opportunity for me to resolve conflicts among team members in reputed companies. Time management skill is important for to complete given tasks in stipulated time. Proper sentence structure and using of correct vocabulary is important to check before sending work to the respective clients.  Following correct guidelines for referencing by researchers create positive impact in reader’s mind. Summarising is important to write about the brief of entire report in crisp manner. 
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