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[bookmark: _Toc38554285]Introduction
Skills are important to boost up the performance of academic and career life. The report aims to reflect and analyze the different skills I have. This report is divided into two parts. In the first part of the report, I have analyzed my academic and employability skills. To know the condition of the skills at first I have provided a skill audit. After that, a SWOT analysis is made based on the skill audit. And finally, these skills are analyzed based on the class lecture and established literature. In the later part of the report, I have reflected the skills that I have developed and improved from the feedback of task 1. Here I, linked my reflection with the reflection model of John Dewey reflected how the class feedback helped me. Finally, the lessons I have learnt from outside the class are discussed. 

[bookmark: _Toc38554286]Task 01
[bookmark: _Toc38554287]Analysis of Academic and Employability Skill.
To be successful in career and academic life a student or candidate must have some soft and hard skills. These skills will help to boost his/her performance in the job in an organization. In this part of the report, I will analyze my academic and employability skills which I have developed during this course. To analyze the skills I need to know the current condition of my skills by constructing a skill audit. 
[bookmark: _Toc38554288]Skill Audit
	Skills
	Standards 
	Level of Skill (Low to High)
	Comparison of own skills & competencies against the standards

	Decision making and problem-solving
	In every organization, managers need to solve different types of problems every day. They do so to achieve the goals of the organization. To solve the problems quickly and to make an accurate decision they need to analyze the situation and to need to make a quick judgement (Kleespies, 2015). 
	1  2  3  4   5
	I can solve problems easily. I usually follow some steps to solve complicated problems. At first, I distinguish the symptoms and the actual problem. Then I analyze the problem and try to find out alternative solutions. From the alternatives, I choose the best one. This way I can solve problems easily but it takes more time than the usual. 

	Organizing and time management
	In our daily life, we need a lot of tasks. Here, the thing is that we need to do the right task at the right time. 
	1  2  3  4   5
	In university, we are assigned different tasks in our courses. Usually, I submit the tasks in time but the problem is that I start to do the task at the eleventh hour. As I start to do the task when the deadline comes closer I feel extreme pressure to finish it. This is because I am not expert in managing time. 

	Planning
	Both in our academic and job life, we need to involve in different planning. In fact, in our daily life, we need to make plans. To make good plan leaders and managers need to picture the future events (Neffke and Henning, 2012). 
	1  2  3  4   5
	In the business communication club and also in academic purpose we need to create plans for events and presentation. I am not good at making plans. The problem is that I cannot picture the future events in my mind. As a result, I cannot make a good plan. I only can assist others by providing creative ideas. 

	Motivation
	Motivation is the process by which leaders encourage the employees to perform the tasks (Hind and Moss, 2011). When motivated the employees to perform better.
	1  2  3  4   5
	While working in a group I can motivate the members of the team. My team members enjoy to share and to work with me. As a result, I can positively motivate people around me. It is because I can understand the condition of other people and make them comfortable in the workplace.

	Leading
	Managers in the organization need to drive the workforce to achieve the organizational goal (Lussier and Achua, 2012). They get the work done by the employees.
	1  2  3  4   5
	To lead others one should have some soft and hard skills. I am quite well in IT. So, in the group presentation of the classes, I can lead the team. But as I mentioned earlier I am not well in making a plan I score low in this section. Because planning is one of the prime tasks of the leaders. 

	Interpersonal skills
	While working with other people we need to have a good interpersonal skill to communicate and make a good long-term relationship with them (Koprowska, 2015). Leaders need to be able to engage with other people. 
	1  2  3  4   5
	I am quite well in communicating and making good relationship with others. I am an active listener, as a result, I can understand people well. I have patience and I always prioritize the need of others. Because of this, I can make a good relationship. But the problem is that I cannot continue a relationship for a long time.

	Communication Skill
	To foster in academic and career one needs to be good in communication. Verbal, nonverbal, written communication is equally important for a student or an employee (Salmon and Young, 2011).
	1  2  3  4   5
	Being fluent in the English language enables me to communicate with others easily. I can use nonverbal communications like facial expressions, eye contact, gesture, posture etc. to make the communication lively. Besides I am quite well in written communication. I make a draft before writing a formal letter. This enables me to make the message precise and clear.





[bookmark: _Toc38554289]SWOT analysis
Based on the skill audit I have identified some strengths and weaknesses of my ability. Here are the presentation and analyzation of my strengths and weaknesses.
	Strengths
1. I can think out of the box and provide creative ideas to the teamwork. This idea helps to develop plans.
2. I can influence other people through my excellent communication and interpersonal skill. Besides I have the emotional intelligence to identify the mindset of others. 
3. My problem-solving ability is helpful to solve different problems accurately. With proper analyzation and critical thinking, I can solve complex problems.
	Weakness
1. I can solve a problem accurately but it takes more time than average time. I need to improve this by practising more. 
2. I cannot manage time properly. As a result, I start to do a job at the eleventh hour. 
3. I can make a good relationship with new people. But the problem is that I cannot continue the relationship for a long tile. This weakens my social connection. 
4. Finally, I cannot make god plan and this is the biggest weakness for me. 

	Opportunities
1. As I am good in motivating others I hope I will perform well in the corporate and business career. 
2. My communication skill will help me to build a network in the corporate and business career. And the network is important to progress faster. 
3. By improving the planning skills will help me to foster in my career as a business leader. 
4. I am quite expert in It skills. These technical skills will help me to boost up my career in the fourth industrial revolution. 
	Threats
1. As I cannot make decisions quickly this will hinder the progress of my career. 
2. As I am weak in continuing the relationship with the people I may face problem to get help from others when I need it. 
3. As I am not skilled in managing time, it may create a negative impression about me in the mind of my coordinates and superiors in the job. 



[bookmark: _Toc38554290]Analysis of the academic and employability skills using class feedbacks and established literature. 
In this part, the academic and employability skills which I currently have will be analyzed. Previously skill audit and SWOT analysis of my skills are presented. Now, these skills will be analyzed based on the skill audit and SWOT analysis. 
Organizing and Time Management Skill: The good thing about my time management skill is that I usually do not miss the deadlines of any task. In the courses at my university, I have been assigned several tasks throughout the year. And I try to finish the tasks by the deadline. This helps me to perform well in the academic result. But the problem is that I start the tasks at the eleventh hour which creates stress in the final moment. Besides, when I have been assigned different tasks from different courses at the same time I fill anxious whether I can submit all the tasks before the deadline.  
Decision Making and Problem-solving Skills: I can solve complex problems in my academic life easier by following some steps. This helps me to progress in my academic life. I can analyze the critical problems of the courses easily and can secure a good result. This skill will also be helpful in the career. In the business organizations managers- senior executives, CEO, CFO- need to solve different problems in day to day operations (Szymaniec-Mlicka, 2017). And my problem-solving capability will help me to do these tasks successfully. But the problem is that I take more times to solve these problems. In business, managers need to make quick decisions. As I am slow in making decisions this will create problems sometimes. 
Planning: In every spare of our life we need to plan for future events. I am not quite well in making a plan. Managers of the organizations need to be future-oriented and they need to predict future events in advance to make a plan (Samson, Donnet and Daft, 2014). But I cannot analyze future events and cannot future events in my mind. As a result, I cannot develop plans. Planning capability is a must for a manager or entrepreneur and I may need to suffer because of having problem in making plans. But I can present creative ideas while making a plan in teamwork. My ideas complement the plans and make those more effective. This ability to generate creative ideas will make me a vital part in the teams when I will work incorporate. 
Leadership Skills: In the business organizations managers need to lead the workforce. Leaders need to solve problems, communicate with others, motivate the employees, and develops plans for the future (Harman and Stein, 2015). I can solve problems easily though it takes more time. My communication skill is quiet well which helps me to be a good leader. Besides I can motivate others well which will give me an extra advantage when I will manage people in organizations. But the problem is that I cannot develop good plans which I mentioned earlier. This will make me suffer when I will be in a leading position. Because in an organization leaders need to develop plans following which the employees work every day. So, I need to improve my planning skills. 


[bookmark: _Toc38554291]Analysis and Reflection on My Academic Progress
By attending this course I can realize improvement in my skills. After starting this course I became more aware of different soft and hard skills. I have realized that I need to develop and improve different skills to make me prepared for my career. For instance, in this course, I have come to know about the presentation skill. I have got some instructions on how to present ideas effectively before the audience. In this course, our course teacher emphasized on different communication skills like verbal, nonverbal, and written communication. The guidelines helping me to be confident when I communicate with others. Besides have become more expert in writing which helps me to write in the scripts and reports in a more organized manner. In a nutshell, at the end of term 1, I feel more confident about my skills. 


[bookmark: _Toc38554292]Task 02
[bookmark: _Toc38554293]Reflection of My Learning in this Module
In this section, I will reflect the skills I have learnt during this course. To reflect my learnings I will use theories and analyze different skills that I have developed.
[bookmark: _Toc38554294]John Dewey’s Reflection Model
As per John Dewey, we learn by reflecting our experiences, not from the experiences. As per his theory people learns when they stuck by a problem and try to find out the solution. And here, we are our teacher because we learn through our actions not from theoretical knowledge (Smith and Knapp, 2011). He suggested five steps through which people solve their problems and learn a new thing. These stages are explained with the example of my learning and reflection process. 
Identification of the Problem: When we face a problem, first of all, we need to identify it. We can identify a problem we find resistance while doing our daily actions (Hall, 2019). Such events interrupt our actions. For example, in the courses of my institution, we need to present our ideas on some selected topics from the academic. At the beginning of my presentation sometimes I got stuck while talking on the dais. My head goes bland and I find no words to say. So, I was having a problem during my presentation where I cannot speak. 
Observing and Refraining: Here people observe the problem and try to have a clear understanding of the problem (Voronina, 2019). In my case, I tried to identify when I have the problem. I found out that when I do not have enough research and rehearsal before the presentation I start to mumble and sometimes I find no word to say during my presentation. I talked with my friends about the issue and some of them said that they are also having the same problem. So, now I have a clear understanding of my problem and the reason behind it. 
Understanding and Target Setting: People finds out some alternatives to solve the problem after having a clear understanding of the problem (Cheek and Ortlieb, 2014). I have identified that when I do not have enough study and practice I face problem during the presentation. Some probable solution of this problem is having clear knowledge about the topics of my presentation, practising several times before the actual presentation, and maintaining eye contact with some of my friends who are in the audience position, and taking a pause when I stuck during the presentation. 
Hypothesis Scrutiny: In the previous stage I have identified some possible solutions to solve my problem during the presentation. These probable solutions may or may not work. As there is a possibility that the solutions may or may not work these are some hypothesis I have made. For instance, maintaining eye contact with my friends during the presentation may or may not solve my problem and this is a hypothesis which needs to be tested.
Testing the Hypothesis: In this stage, people test the hypothesis they made to know whether the solutions work or not (Colvin, 2015). These hypotheses need to be tested by implementing the hypothetical solutions in work. So, in my next presentations, I tried all the probable solutions which I have found out. I found that when I made eye contact with my friends I could speak more comfortably like a conversation. Still, I stopped during the presentation and started to mumble and then I took a pause for a few seconds and started to continue again. These reduced my interruption during the presentation to a great extent. And gradually I overcome the problem. 
So, this is how I have learnt to present in my class without any interruption. Now I am confident that I will be able to present my ideas in a business meeting.  


[bookmark: _Toc38554295]Contribution of Task 01 in Developing my Academic and Employability Skills
After the submission of task 01, I have received feedback from my course teacher and those feedbacks helped me a lot to improve those skills. In this section, I will discuss how the class lecture and the feedback of task 1 helped me to improve my skills. 
Communication: Communication is the process through which we transfer our desired message to the audience. There are two parties- sender and receiver- involved in communication (Hartley, 2015). A person plays each of the roles in turn. For instance, in a two-way conversation, we speak to the other people and that time we are the sender of the message. On the other hand, when we listen to others in a conversation we are the receiver of the message. Both of the roles are equally important in the communication process. In our class, we need to listen to the lecture of the teacher and need to take notes on important topics, besides we need to understand the visual information like graphs charts, etc. So, these efforts improved my listening and reading skills when I attend the classes. Besides, in the first task, my teacher suggested me to listen actively to understand others message. After that, I have started to actively listen to the message of others. By actively listening to the message of the others I can respond accordingly. And this makes the conversation more effective. Besides, I have received some feedback on my writing like using passive in a formal report and using the right tone in a message. These feedbacks improved my overall communication skill.
Presentation Skills: Presentation skill is important both for the students and the employees. Because in college and organizations sometimes we need to present our ideas to other people. In educational institutions, we need to present the topics we have learnt during the course and in organizations, we need to present project or business proposals to the clients or the superiors. In term 01 I need to present on a topic and I have some mistakes like I forgot to greet, and using fillers a lot. My course teacher realized that I was nervous and ask me to take a short break and to take some water. After that, he asks me to start again. This made me calm and could continue the presentation. So, the message I have learnt is that to stay calm during the presentation and if anything goes wrong I should take a pause, think for a while and start again. Besides in our presentation slides, there was some effort because of system inconsistency. My teacher advised us to check the technical glitches before the presentation.
CV and Cover Letter Writing: When applying for a job the CV represents the candidates as the candidate cannot be present before the employer initially (Shi, 2020). So, writing a properly structure CV is important to get an appointment for interview from the employer. For that reason, we need to have a good skill to prepare a standard CV. In our class, our course teacher provided guidelines to make the CV stronger. He advised us to upgrade the CV in every six months. Most of the people focus only on the academic aspects and include only those in the CV but extracurricular activities make the CV out of the box. We are continuously achieving something like winning or participating in business competition, doing social work etc. and we can add these achievements in our CV which will make the CV stronger. Moreover, our teacher provided a sample of a structured CV. I have constructed my CV as per the structure my course teacher provided. So, these made my CV stronger and now I am ready to apply for jobs after my graduation and I am confident that my CV will help me to get a call for an interview. Cover letter for a formal business report is an important thing. It should include all the information on the business report in an organized manner. I have also received guidelines to write a formal and structured cover letter for business proposal and business report. Now, I am confident that from my cover letter audience will be able to have a clear idea by reading it. 
Time Management: Doing the right thing at the right time is important for us. To do so we need to manage the time effectively. I am not quite well in managing time. In this course, I have learnt a lot of things to manage time. First of all, I have feedback from my course teacher on some formatting issue in task 01. It was because I started to work at the eleventh hour. I could finish the task but I did not have enough time to check the formatting. My teacher advised me to make a routine for different courses and to start the tasks earlier. I tended to keep the work for tomorrow. In this course, I tried to get out of this habit. I have started to prepare a to-do list for every week. Here, I included and prioritized tasks based on importance and urgency. Then I have become able to finish my tasks in time and without any pressure. 


[bookmark: _Toc38554296]Learning Undertaken Outside the Class Room
During term 01 I have learnt a lot of new things related to academic and employability skills- communication, presentation, CV writing etc. -from the lectures and feedbacks of our course teacher. To enhance these skills I have also explored outside the class. For instance, I have participated in some courses of Google Digital Garage like business communication, speaking in public, and the foundation of everyday leadership. Here, I have learnt a lot of new ideas and tricks of communication. It enhanced my verbal and written communication skill. Besides, the tips of the presentation helped me to overcome the problems I was having during the presentation. Along with the Google Digital Garage I have watched videos from YouTube to enhance my communication skills. I have read about different styles of CV and cover letter from various sources online. From these sources, I have gathered different ideas about writing an effective CV and cover letter. Besides, I have taken help of smartphone apps to manage time effectively. 


[bookmark: _Toc38554297]Conclusion 
Throughout the report, my employability and academic skills are analyzed and reflected. In the first part, I have found that I am quite well in motivation, communication, networking, and problem-solving. These skills will help me to foster in my career. But lack of the ability to develop a plan and managing time will hinder the progress of my career. In the later part of the report, it was shown that I have learnt the skills by explaining the experiences. We learn something when we face a problem and try to find out a solution. Finally, I found that I have made a lot of improvement throughout the first half of the course. And I am confident about my skills. 
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