
	Student Name:
	Rahima Begum 

	Student Number:
	1910783

	Module No:
	BMSK4001

	Module Title:
	Academic and Employability Skills












Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.





Table of contents 



Introduction ……………………………………………………………………page 3

What are academic skills?........................................................................8page 3

What is gap analysis?...............................................................................page 4

Gap analysis table ……………………………………………………………..page 5

How to measure success ……………………………………………………..page 6

What is employability?...............................................................................page 6

Employability skills gained …………………………………………………...page 8

What is a personal development plan?.....................................................page 9

Personal development plan table ……………………………………………page 9

Reflection model table …………………………………………………………page 10

Conclusion ……………………………………………………………………….page 11

References ……………………………………………………………………… page 12 



Introduction

In this assignment I will explain what academic skills are in definition and the importance of it. I will identify my academic skills which I will put into a gap analysis table where I will mark them out of ten and explain where I am now, where I want to be and what needs to happen next. I will then explain what employability is and the employability skills there are which are all essential. Finally, I will create a personal development plan for myself which’ll allow me to reach the goals, objectives and aims needed in order for me to gain the outcomes that I want to gain. The personal development plan that I’ll create will allow me to be more organised and It’ll be very beneficial for myself in the future as I can always learn new skills.

Academic skills are made up of core skills, there are a set of academic skills such as presentation skills, academic writing, and referencing. There is a various amount of academic skills which will benefit each individual. The academic skills that are there includes Harvard referencing, critical reading, academic/professional writing, academic argument construction, note taking, virtual learning environment, and research. The researcher has used various different sources when explaining the meaning of academic skills and used quotes to support the arguments in the work that has been made. Academic skills are essential as they encourage people and those students who may want to become more efficient learners. The best part about academic skills is the fact that it gives students confidence to participate properly. Harvard is a style of referencing students will use when writing assignments. Harvard referencing is essential because it’s crucial to successful research and adds authenticity to the argument made. When writing a piece of work it’s important to name and date in Harvard style so that people can back their case by showing that they’ve used websites or books to prove their point linked to what they are writing about.
The meaning of critical reading is engaging in what is being read, this can be done “by asking yourself questions such as, ‘what is the author trying to say?’ or ‘what is the main argument being presented?”. By using these quotes it’s obvious that when it comes to critical writing, we will ask ourselves questions which will advance our understanding. When it comes to critical writing people consider evidence to make reasoned conclusions. University students will use academic writing which will help them emphasize clarity, evidence and depth of thought when writing assignments. According to ‘the importance of academic writing | the star online’ “the writing skills will benefit them later” by reading this quote the researcher agrees with the statement that’s been made because academic writing helps students learn to analyse from reading and in the end the outcome they come out with is important as it benefits them. Writing academically will help students analyse, convey understanding, think critically and focus on technique and style which is very important hence why they need to learn how to write academically. 
Professional writing will most likely be used for a business or an applied setting such as factory, hospital or company. After doing some secondary research, according to ‘homework help Canada’ it has been stated that “professional writing is targeted to colleagues, businesspeople, managers and sometimes clients”. By using this quote it’s clear that professional writing is used to make informed decisions. Professional writing is simply used to convey information to readers within a workplace setting. When writing assignments/essays according to ‘Tch TeachingChannel’ “argument writing is all about whether you have quality evidence and whether you can explain how your evidence supports your claim” this is clear that when writing essays/assignments it’s essential to construct an argument to make your point stand out by showing what you mean and showing evidence for the reader to see and read. Most importantly you should explain the evidence and how it supports the claim being made in the assignment. By ensuring that you are showing the reader that you’ve proved your point and used an explanation will allow the reader to understand the academic argument construction that you’ve made. 

Note taking is very essential, it helps and benefits students and those who aren’t students too. According to ‘Nick Blackbourn’ makes it clear that when making your own notes, “you are sorting, selecting and combing new information with your existing knowledge”. By reading this quote it’s obvious that taking notes is so essential as it allows people to write down key points which will help them remember what was spoken about in detail which is beneficial as they can write in description about what they’ve taken notes of. Taking notes will remind people what they have spoken about and learnt but it will also allow them to write down new information which will benefit them as they can look back at this information anytime as they have taken notes. Virtual learning environment is essential for students this is known because according to ‘Top Hat | Glossary’ “virtual learning environment is an online-based platform that offers students and professors digital solutions that enhance the learning experience”. This quote underlines the fact that visual learning environment is an online based platform which students can easily access by logging in and going on Moodle which allows them to go through their modules and make notes if they missed any class sessions. They can also send their work off to their tutors after completing their assignment modules. Research will be done when writing assignments as it allows people to collect information and resources which will help them explain facts. It is important to do research when it comes to education as you should provide trustworthy information to make points clear but to also show that the person writing the essay or assignment explains what they are writing about in detail with research and use correct resources but also reference them. By referencing tutors can check to see where quotes were taken from hence why research is essential. 
A gap analysis is a method assessing the difference in performance and allows people to achieve the best goals as possible. When going through the method of gap analysis you identify where you currently are, then you identify the gaps, you then identify where you want to be and lastly you identify what needs to happen for you to get to where you want to be in the future. The whole point of gap analysis is to recognise the steps that should be taken to ensure they’re met successfully. The academic skills that have been discussed above will now be put into a gap analysis table underneath where the writer will use marks out of ten, for example ten being the highest which is good and 5 or under 5 being the lowest. 


	Skills (mark out of ten)

	Current state
(where you are now) 
	Gap
	Desired state 
(where you want to be)
	
(What needs to happen)

	

Note taking

(Mark out of ten 8) 
	
In class sessions I write notes down in my book so that I use these notes when writing my assignments.  
	

I could do with improvements on note taking
	
Although I take notes sometimes, I wish to write more notes down which will benefit me more. 
	
What I can do is write down notes faster as sometimes I am slow at writing. But I can improve on this easily. I can give myself the space of 1 month or so to improve on note taking and from there I can see what has changed.  

	
Harvard referencing 

(Mark out of ten 7)
	
At first, I found Harvard referencing more difficult however I am improving in doing it properly. However, I want to get it fully right, so I know that I’ve improved at Harvard refencing. 
	
I could do with improvement on Harvard referencing as it’ll benefit me lots. 
	
I would like to learn how to do Harvard reference properly, so I don’t doubt myself when doing it. 





	
I can use trustworthy websites suggested by my tutor and I can also ask my tutor for help. I will give myself a months’ time to focus on Harvard referencing so that I have time to improve on it.

	

Research 

(Mark out of ten 8)
	Where I am now with research, I can confidently say I am using online research 
	I could do with improvement on research as it is essential. 
	I should use ten or more references as that is a good amount
	I should keep a track of how much I’m using as I don’t want to use less than 10 references. Again, I will also give myself 1 month to improve on research.  

	

VLE 

(Mark out of ten 7)
	I do use Moodle but not as much as I should. I do use Turnitin as that’s where we submit out assignment drafts and submit our final assignment too. 
	I could do with improvement on VLE as I want to use Moodle more which is very beneficial. 
	Moodle helps us students a lot and virtual learning environment has a variety of useful links which will be useful and beneficial to all students. Using Moodle, we can access library and learning resources and lots more. 
	I should start to use Moodle more and I can do this by writing it down in my book as a reminder which would remind me to go on Moodle if I haven’t already. I think 1 month is enough to improve on using Moodle more. This will allow me to also go on Moodle after completing and sending off assignments ready for me to make more notes and watch the videos needed on Moodle.




How will I measure success and know when I will get there?
I will have to follow the personal development plans and gap analysis for me to measure my success as I will follow and reflect on them. 

What is employability?

Employability is about the skills people can offer to a company. “employability is a set of skills, knowledge and personal attributes that make an individual more employable”, I’ve used this quote as it clearly states that having employability skills is essential as they make people become employable as they’ve got the skills needed. This doesn’t necessarily mean that people can only express and show their employability skills in their first job but also in their entire career. It’s about how employable people are for particular job roles. Employability is about having a set of skills, knowledge, personal attributes and understanding too. Employability skills will benefit everyone as they can express their current skills in their work but also expand their knowledge in them skills for example, learning the skills they need in certain situations or knowing how to handle situations with the current skills they have. 

There are many employability skills people can learn and use when it comes to their work or when they’ve started a new job such as communication, teamwork, time management, networking, reflection, negotiation, problem solving, technology, organising, planning, self-management, initiative, confidence, leadership, ability to work under pressure, motivation and reflection. Verbal and written communication is important and so is listening too this is because people need to be clear, concise and focused so that others can understand them well. Verbal and written communication “helps avoid misunderstandings and prevents confusion and time wasting”. To communicate well with people in work settings and in general with others too it’s important to maintain good eye contact, listen effectively, asking questions if something isn’t clear and understanding instructions that are given. Team working is about building positive working relationships as all colleagues will want to achieve the same outcomes, goals and business objectives. Time management is very important too as this sort of skill allows people to accomplish and finish tasks in a shorter period of time. According to ‘appointmentplus’ “time is valuable to us” and “time is limited” these quotes show that time is limited as we only have 24 hours each day, so getting things done earlier and managing time well allows tasks to get done quicker and accomplish what’s needed to be done. Networking “is a professional skill” which can be learned and it’s about building relationships with people that you don’t know. There are three types of networking which includes online, face to face and telephone. 
Problem solving skills is also important as it allows people to know how to handle certain situations. Problem solving is very important because “effective problem solving skills enable employees to analyse problems, identify problem severity and access the impact of alternative solutions”. This quote clearly states that problem solving skills are beneficial as it allows you to come to alternative solutions. Knowing how to resolve and approach problems from different angles is important because everyone needs to know how to handle situations well with confidence in a gentle manner. Technology skills can include the knowledge of knowing how to use technology related systems in the workplace which people can be taught on their induction day. Organising and planning are also important skills as it’s about working productively and efficiently. Knowing how to be able to organise and prepare yourself for work and tasks allows employers to see how you decide what’s important to focus on. Self-management is about how people manage and control their feelings, thoughts and actions. Having strong self-management skills will allow people to set goals independently and take the initiative to achieve them goals in achievable ways. 

[bookmark: _GoBack]Throughout my experience from my first job and second, I have improved and gained more employability skills. When starting my first job my confidence was a bit low and so was my communication skills however, starting my first job I mingled with my colleagues and built on my confidence skills and communication skills too. Always looking back at my first job I can happily say with confidence that I have gained more skills and confidence however there’s always room for improvement and I still would love to improve on every employability skills there is as it’s so essential and it makes me happy knowing that I’m improving in the essential skills like I should. My first job was a indoor play centre and I experienced many cases where I would use my problem solving skills, here is an example, there was a time where I was setting up for a child’s birthday party and I was given sweets to put into party bags for each child. The birthday child’s parent wasn’t too happy with the sweets provided as she thought it was less, so I then said to her not to worry I will grab other sweets from downstairs which customers would usually buy as we provided food and beverages such as chocolates and sweets. She then was happy and appreciated it too. Personally, I think whether you solve a small or big problem in an work environment, it’s so essential solving them as it helps you grow but it also allows others to have their say and let you know what can work better. Problem solving allows us to solve the problem but also reflect on where things went wrong or where things could’ve been a little bit better. Organising and planning are always essential as it allows us to be prepared. Whilst working in a children’s play centre I planned, organised, and prepared for birthday parties which held up to 30 children and sometimes less than 30. I loved experiencing organising for parties as I love getting things done beforehand so that it’s ready before the party starts. As it was a big responsibility hosting for these parties every month, for me it was very important to be prepared for them as I always want good outcomes. I knew that if I plan, prepare and organise well for these parties, then not only would I be happy with the good outcomes but so will the child’s parents and my boss too. There was a lot of responsibilities to manage but it was always worth it and in any work setting managing responsibilities is important and knowing how to handle situations and what to do is also important so that we all do well at our jobs. Time management was also very important for me, knowing when to prepare for the parties was very essential as I always would ensure that I set up the table for the party as soon as I get to work. Doing everything on time and beforehand was very important to me too as I wanted to ensure that everything was ready before the children come upstairs to the party room. Overall, knowing what days these parties are, what times, how the children want their party to be, organising, planning and preparing it all allowed me to manage my time properly but also fulfil and succeed in getting these essentials done which was always achievable. For me getting feedback from the child’s parents and my boss was important as it allowed me to reflect on my skills. Wherever you work you will still use the same employability skills, team working is very important as we all want the same outcome and want to work well. Therefore, working in teams is important so that you help each other achieve the same outcome but as a team.

Personal development plan is the process of establishing goals, objectives and aims. By creating and completing a personal development plan for yourself it allows us to assess current realities then you would identify needs for competence, skills and knowledge. Finally, you would then select the appropriate development activities which would help you meet the needs and areas to develop on. A personal development plan enables all individuals to improve their performance. It also allows all individuals to reach their full potential in all stages of their career which is so beneficial. Now that I’ve discussed on what a personal development plan is I will now create a table containing areas where I would wish to improve on. By creating this table it’ll allow me to realise which skills I need to focus on and what I need to do in order to reach the outcomes that I wish to reach. 

	Identify 
	Plan
	Action
	Record
	Review 

	



Time management 
	
I can use a time planner which can help me manage my time usefully. I can also organise my time and work from a list. 
	
The skills needed for me to manage my time includes, planning, goal setting and organization. 
	
I will need to record how my progress is going which will allow me to reflect on how I’ve been doing in my personal development planning process. By recording my process and reflecting too will allow me to realise any new skills I’ve learnt through the process. 
	
I will need to review what I have learnt as I want to develop further. By doing this it will be success for me which is the outcome I need. 

	





Motivation 
	
Although I have good motivation, I still think I could have better motivational skills so that I can get things done quicker and faster too. 
	
I will need to plan for my motivation to improve and I can do this by creating a table which will allow me to write down what I need to do and when to finish it by
	
As I will record my progress, I will be able to see how I am doing and am I improving. If I’m not, then I will be able to see where I am going wrong. From there I can then make some changes. 
	
To measure success, I will reflect on whether I’ve stuck to my plan well enough if not then I will try it again or find another method I want to still achieve the outcome I wish to. 

	




Planning 
	
I think planning ahead wise fully is essential for development as I want to be able to manage my time well and properly. I can plan by making a table and marking when I’ve got the things planned done. 
	
The skills needed to allow me to become successful in planning and meeting the outcomes is time management and organisation. 
	
As I record my progress, I will like to see how I planned and prepared as this will allow me to reflect on how I have done with the plan I’ve used. 
	
Again, after reflecting on the table I’ve made for improvement and development on my planning skills this’ll allow me to see whether I have become successful with my outcome. 




Terry Borton published a reflection model in 1970. Underneath I have used the reflection model which was published by terry Borton and it shows what happened, what I learnt, what I will change as a result of my learning, how ill take my learning forward, what do I do and what is my action plan.



	







What?
	
What happened?

What did I learn?

I would like to improve on a few employability skills such as time management, planning and motivation simply because I love improvement and always think everyone can gain more improvement as it’ll always benefits us. I learnt that though I have these skills and I am sometimes confident about it, I still would like to improve on them as I wish to continuously gain more knowledge and gain more confidence in my employability skills. 


	




So what?
	
What will change as a result of my learning?

As a result of my learning what’ll change would be the fact that im improving on skills by using certain methods such as gap analysis, reflection models and personal development plan. Using these methods it’ll allow me to become successful in achieving the goals I need in order to succeed. 


	





Now what?
	
How will I take my learning forward?
Now what do I do?
What is my action plan?

I will take my learning further by using my own personal development plan which will allow me to develop on certain areas of my skills. What I need to do is ensure that I am following my personal development plan correctly which will also allow me to ensure that my action plan is being followed too and so is my gap analysis. 




After writing down my reflection model plan, I will reflect on it as it’s important. Looking at my reflection model, I will need to focus on the employability skills and also follow my personal development plan so that I succeed. By doing this I will only benefit from it which is the main reason why this needs to be done. 

Conclusion 

In conclusion after completing this assignment I have spoken about what academic skills are, the importance of academic skills and identified the academic skills that I would like to improve on and why. I’ve created a gap analysis where I have identified the skills where I’d like to improve on as it’ll benefit me in the next few assignments and in the future too. I have also spoke about what employability skills are and the importance of them too. I have then created a personal development plan where I have identified and spoke about the employability skills which could also have some improvement on as there’s always room for improvement. I know that nothing is perfect but improving and planning for improvement and success will benefit everyone as the outcome will be very positive. After completing this assignment, I am reflecting on it as I’ve noticed that wherever you work you will gain employability skills and you will always use these skills and there will always be time to further expand on these skills. I will measure success by reflecting on my personal development plan, gap analysis and reflection model as I want to measure success and achieve on expanding on my academic and employability skills which will allow me to reach the aims and goals that I wish to achieve. 
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