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Introduction
In the first section of this assignment I will be carrying out a report on academic skills. I will start by defining what academic skills are. I will then list the academic skills and select some of what I believe are the main academic skills and explain what they are. I will also discuss where I am in terms of acacemic skills, what skills I have and what I can do to improve my academic skills. I will do this by producing a gap analysis to identify the gaps and then produce a personal development plan to assess what it is that needs to be done in order for me to develop these academic skills. The second part of my assignment is a reflection on employability skills. I will start by explaining what employability skills are. I will discuss the importace of employability skills from a recruiters point of view and explain what employability skills I have and what employability skills I need to work on in order to develop my career. To do this I will create a gap analysis and personal development plan. I will be reflecting on my first interveiw and discussing what I would do differently for my next interview.

Academic skills
What are academic skills?
Academic skills help to develop the research and study techniques needed to become an effective learner. Academic skills can be developed through experience in different fields  and they can be used in future careers. (Staforrdshire University, no date). These skills are vital because they inspire students to develop into skillful, effective learners (Cleeve, 2018). These skills are generic, not specific to a certain subject. Developing academic skills will enable you to gain confidence in studying and can be useful thoughout your life (Skills you need, no date). Academic skills are particularly taught to students in schools and universities to improve their capablility of learning and these skills also help improve the way they recall information (Ball, 2011).
Examples of academic skills:
Digital skills, note making, Harvard referencing, academic writing, primary research, secondary research, plaigarism, critical reading,  essay writing, revision and exams  (University of Leeds, no date).
Academic writing
The main purpose of academic writing is to guide and support the reader’s understanding in a formal, precise way backed up by evidence. The use of long sentances and complex words are unnecessary as academic writing is concise and not complicated (University of Leeds, no date). Academic writing requires correct grammar and punctuation as it helps people understand what you mean as well as showing that you put effort into your writing. Many people that are unexperienced in academic writing often make the mistake of using big words and long sentances to come across academic. However, this can distract you from the point that you are trying to make. Academic writing is must be clear in order for the reader to understand the message which is why your language should be straightforward (University of Reading, 2020). 
Effective note making	
Making notes effectively is being selective with what you note down and identifying key information. Writing everything you hear is not effective note making.  In order to make notes effectively, you must highlight key information to remember important messages. For example; to revise notes you made for an exam or test. Good notes should have headings to help you remember important topics. Drawing or making diagrams are effective ways of making notes as they can help you remember certain things better. There are stages of note making,  notes can be made in advance, during and after. For example; if you are attending a lecture you can make notes of what you need to know, during the lecture you can make notes of they key information, and after the lecture you can reflect on what you’ve learned and construct your notes (University of Leeds, 2020).
Critical reading
Critical reading involves examining evidence or an argument, looking at any influences of it and also requires examining interprations made. It also looks at the limitations of study deisgn or focus. Critical reading also helps you make a decision on the extent you agree with the author’s argument, opinions or conclusions. It is important to take a critical approach to reading as author’s make decisions during the research and writing process, which is why it is important to examine and debate these decisions. This involves making an evaluation on how much you agree with what you read. Therefore, what is read should not be taken as a fact, but as the author’s argument. Critical reading is about assessing the strength of the evidence/argument.  Note taking can also help improve your critical reading. Making notes along as you read can help you understand key ideas that you will need to remember. Arguments always require questioning in order to understand the author’s perspective. So it is important to question why the author decided to write about that specific topic and why he used that specific procedure. (University of Leicester)
Harvard referencing
A varation of Harvard referencing used by many organisations include the following: Inserting an in-text citation and a reference in a list with the sources you quote at the end of every piece of work. It is vital that you include the author’s surname and date of publication. In your citation, you must include page numbers relating to a quote directly from the source. You can include citations at any point during your sentances and this can be done by putting the author’s name and year of publication in brackets (University of Leeds, no date). In order to reference using the Harvard referencing style, you must follow the guideline below (The university of Sheffield, no date).
Surname of author, first letter of forename., (Year). Title. Edition (if not first edition). Location where it was published: Publisher. 
(University of Sheffield, no date).
If you need to reference more than one source, you must separate them using a semi-colon in alphabetical order. If the source is shown as anonymous,you must use ‘Anon’ instead of the creator’s name (University of Sheffield, no date).
Essay writing
The format of an essay is: introduction, the main body, conclusion and references. The introduction is intorudcing the topic you are going to discuss and should be short and straightforward. Although the introduction is the opening of the essay, many people write the introduction last. This is based on personal preference as some people find it easier writing the introduction once they have written the main body. In the main body, there should be a balance of factual material, other people’s views and opinons and also your own opinion. An essay should not be all about other people’s opinions or all about your opinions, there should be a balance. You should include research as evidence in your essay. To sum up your argument, you should end the essay with a conclusion. The introuction and conclusion should only be a short paragraph. Lastly, you must include a list of your references to avoid plaigarism (Skills you need, no date).

Where I am in terms of academic skills
Correct spelling, punctuation and grammar is important in academic writing and I believe my spelling, puctuation and grammar is at satisfactory level. However, academic writing is being clear and precise with the use of straightforward language. Wheras I tend to use long sentences to get my point across which can be distracting. I make a lot of lengthy notes when I attend my university lectures, and I have a habit of writing down everything I read from the powerpoint. When I go back to my notes, there is too much writing and I end up having to rewrite my notes. I need to work on my note making and highlight key information that I need to remember for when I do my assignments. When it comes to critical reading, I need to be more critical. I need to consider limitations and assess the strength of the argument. When I read, I do not always take a critical approach. I need to assess the accuracy of the text and consider the author’s perspective and not take what I read as facts. Harvard referencing is something I used to struggle with as it was something new to me. However, I believe I correctly credit my sources following the harvard referecning style without getting confused or having to remind myself how to do it. 


















Gap analysis:

	Area
	Current state 
	Target state
	Action plan
	Priority

	Academic writing
	I have good spelling, punctuation and grammar.
	I need to be more clear and use straightforward language to avoid any confusion as academic writing requires being precise. 
	Use online classes and guides. I will also read more often.
	Medium

	Effective note making
	I make a lot of notes during my lectures and when reading. 
	Rather than noting down everything I read or hear, in order to make notes effectively,  I must highlight only key information that I need to remember.
	Get the essential tools I require such as highlighter’s and post-it notes to make summaries
	Medium

	Critical reading
	I do not assess the reliability of the text or consider the author’s perspective 
	I need to take a critical approach to reading. I need to consider limitations to assess the accuracy and reliability of what I am reading.
	Read over what I have read and make effective notes/ summary
	High

	Harvard referencing
	I reference sources correctly following the Harvard referencing style
	I want to be able to do this quicker as it takes me time to Harvard reference my citations. 
	Read feedback from tutor to see if my attempt of Harvard referencing can be improved. I will follow my university’s guidance.
	Low



(Brabcova, I, No date).






	Objectives
What do I want to be able to do better?
	Success criteria
How will I recognise success? 
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?
	Implementation
How will I practice and apply what I learn?

	Critical reading
	-Get someone to question me on what I have read
-Ask other people what their interpretations are on the same passage and see whether I have considered it from the same perspective
	-Make notes as I read to highlight key information I need to remember 
	I will apply critical reading when doing my next assignments 

	Academic writing
	-Ask my tutor if my academic writing is at university level and get feedback on what I can do to improve it
	Be precise in my writing
	I will practise and apply this on my next assignments. 



(Template.net, no date).

Conclusion
In conclusion, I will use the information I have gathered from researching academic skills and practise them to advance my level of academic skills. I will analyse what I have learned about these academic skills and use those tips to improve them. I believe I am good at note making and Harvard referencing. However, there are still improvements that can be made. Critical reading and academic writing are skills I need to improve. I have produced a gap analysis to identify what it is that is missing in order for me to be at the stage I want to be. I have created a personal development plan to identify what I have to do to meet those goals and targets. In order to improve my assignments and learning, I will need to boost my academic skills. I will continue to set targets and get feedback to measure my success. 


Employability skills
Description
The skills recruiters look for in an employee are employability skills. Some examples of employability skills are; problem solving, personality traits, communication, negotiation, adaptability, team work, organisational skills and time management skills. These skills are valued by recruiters as they improve your performance in the workplace. These skills are not specific for a certain job role, they are essential for all jobs roles. For example; communication and teamwork is required in every job. It is important to identify your employability skills as you will gain confidence and have a high chance of being successful in a job interview as these are the skills recruiters look for. Your CV and cover letters will be more effective if you identify your employability skills (University of Sydney, no date). In this part of my assignment, I will be reflecting on my first interview. My first job interview was for a store assistant position in a retailing store (home bargains).  I will be looking at what I can do differently to what I done in that interview and discussing how I felt during the process. 
Feelings
During this interview, I felt extremely nervous as it was my first ever job interview and I didn’t know what to expect. I knew that communication skills, time management skills and team working skills are essential in the workplace and are skills recruiters look for in employees. 
Communication skills include being able to listen effectively, be understanding, speak fluently in a language/languages, share ideas and write in an appropriate way for the suited audience (The University of Sydney, no date). Verbal communication is the tone of your voice and the way you say things, non-verbal communication is the way you come across by your facial expressions and body language, and written communication is the way you write, for example; your hand writing and the way you type. I knew that it is important to make eye contact and be confident, however at the time I felt like I forgot everything as I let the nerves get the better of me and I feel that I did not make enough eye contact. I know body language is important, and that you should use hand gestures and speak with confidence, but during my interview I was sat down stiff in the same position fiddling with my hands which gave the impression I was nervous. I need to improve my communication skills as it is one of the main things recruiters look for in employees. Listening is an essential aspect of communication. Bad listeners make bad employees as not much work gets done due to them not acting upon what they are told to do. It is important to speak in a friendly, polite manner to come across approachable and make people feel comfortable to interact with you. In order to communicate effectively, it is important to listen to people with an open-mind and respect people’s opinions and feelings. Even if you do not necessarily agree with what your colleagues are saying, you can still show your respect and listen to what they have to say openly as this will create a nice, friendly work environment (Eilers, 2020). Although I was nervous and did not come across confident enough, I did show good listening skills as I was very responsive during this interview. 
Time management skills are important in our day to day lives as well as in the workplace. A study from LinkedIn in 2019 shows that time management is one of the top five skills needed in the workplace. Time management is a transferrable skill that can be used in any work role and industry. Time management skills include multitasking, scheduling, record keeping, prioritising and goal setting (Tomaszewski, 2020). Having good time management skills will help you achieve goals, reach targets and be committed in important meetings which will develop your career. Prioritisation is an important time management skill as you should consider the length of time each responsibility will take to decide which to do first. You may also consider how much time you have to complete each task to assess when it needs to be done. To become a good manager, it is important to set goals. It is important to set both long and short term goals. This guides you in understanding what you want to achieve, your end goal (Indeed, 2020). I showed the interviewer that I have good time management skills by arriving at the interview on time. I think the outcome of the interview would have been unsuccessful if I arrived late as recruiters want to hire someone reliable and determined. Time management shows that you are keen and reliable. Time management is a skill I know I am good at, and is in my CV and was mentioned in my interview. I was asked by the recruiter to give an example of a time I showed good time management and I told him how I was the time keeper in a GCSE project. I explained how my role was to keep track of everything that had to be done by producing a schedule making sure all tasks were completed. I told the recruiter how I was selected to be the time keeper as my project members knew I had great time management skills. 
Team working skills are crucial in every work place regardless of the position or industry. Working well in a team will improve your performance and create a happy, delightful environment. A company or work place with good team working skills is a successful workplace as working well in a team improves work efficiency as tasks get completed at a higher standard. Team working is being able to work well with people and this is due to communication. Having good communication skills is being understanding, being a good listener and respecting views and opinions of others. In order to work well in a team, having good communication skills is what will define that. Working well with others will increase the chances of you attaining career goals and pursue new opportunities. Some examples of team working skills are; communication, honesty, collaboration and awareness. (Indeed, 2020). I think I work extremely well in a team as I am an honest, friendly individual. I have respect for the views of others even if they are the opposite of mine. The job role I was applying for required team working and communication, so I showed the interviewer that I have these skills by giving him examples of when I used them. I explained how I used to manage my father’s business and work alongside other people to do my job which shows I have experience in working in a team. 














Action plan

	Objectives
What do I want to be able to do better?
	Success criteria
How will I recognise success? 
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?
	Implementation
How will I practice and apply what I learn?

	My performance in interviews
	By receiving feedback from the interviewer. Also getting feedback from doing mock interviews.
	I will do mock interviews with a friend/family
	I will use feedback from my mock interviews and apply it to my actual interview

	Presenting 
	I will ask the audience for feedback to measure how well I have presented.
	I will record myself practicing presenting and will watch it back to review how well I have presented. I will show others the video for feedback
	I will apply the feedback I gain for my next presentation 

	Problem solving
	I will ask others for feedback on whether the initial problem has been solved and to what extent it has been solved.
	List every solution to the problem to find the best outcome. I will also evaluate each solution before choosing one.
	I will use this skill when facing a situation that requires problem solving



(Template.net, no date).








Evaluation and Analysis

	Area under consideration

	Job interview

	Desired State
I would like to feel more confident in my next interview as confidence is one of the main employability skills recruiters look for in an employee.
	Current state
I have confidence as my current job position and previous job position requires customer service. I enjoy interacting with customers and other people. However, I feel nervous when interacting with recruiters. 
	Action steps
In order to gain confidence, I will go out of my comfort zone and break out of my bad habits by:
· Interacting more in group discussions
· Sharing my views in debates
· Getting more experience by doing voluntary work 
· Presentations



(Expert Program Management, no date).

[bookmark: _GoBack]I will participate in group discussions and take part in voluntary work as I will gain more confidence which will help increase the chance of me being successful in interviews as I will feel less nervous due to being confident. I will carry out presentations in smaller audiences to get me used to presenting. This will help improve my presenting skills and also help me gain confidence. 

Conclusion
I am aware of the employability skills required in the workplace and every industry. Such as; time management, team working and communication. From a recruiter’s point of view, I can see why these skills are so important. To develop my career and achieve my future goals, I need to work on improving these employability skills.
The level of confidence I currently have is decent. My previous job roles required customer service and team work. I gained a lot more confidence from working in a customer service environment as I had to serve and interact with customers nearly every single day. I enjoy interacting with people and feel confident doing so. However, when it comes to interviews where I have to interact with an interviewer, I feel nervous and lack confidence. In situations like interviews, meetings and presentations, I feel pressurised which makes me feel even more nervous. Interviews, meetings and presentations are areas where I need to show my confidence and communication skills the most. So I want to gain more confidence and improve my communication skills to increase my chances of achieving goals and developing my career. In order to gain more confidence, I have set myself some goals to attain step by step. The first step is to start going out of my comfort zone. In order to develop my career I need to develop myself, and in this case, employability skills. I will never be able to grow as an individual and achieve goals if I stick to where I feel comfortable and avoid going out of my comfort zone. To gain more confidence, I will start with public speaking which is a fear of mine by interacting more in group discussions. When I attend my university lectures, my tutor and class members often have debates. I tend to listen during these debates rather than engage. I will start interacting more in these group discussions by sharing my views and getting involved. Another thing I can do to gain confidence is start participating in activities such as voluntary work. This will require me having to interact with others and will help me gain confidence. I can also start doing presentations in smaller audiences so that I have experience in carrying out presentations.
 I think I work well in a team as I speak in a polite, friendly manner making people feel comfortable to approach me which therefore forms a connection with me and my colleagues creating an enjoyable work environment which results in tasks being completed to a high standard.
 I believe I have great time management as I always plan and schedule my day. For example, if I had a university lecture in the morning, I give myself enough time beforehand to prepare for it. I do this by waking up early enough to be able to get ready, prepare my meal for my break, pick up my team member and have enough time to arrive at my university on time. 
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