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[bookmark: _Toc90743129]Introduction
The project discusses about the “Academic and Employability skills”. The project highlights in brief the concept of Academic writing, it also highlights in brief the importance and, benefits of Time management, Academic writing and paraphrasing. The projects also discuss in brief the concept and important of Kolb’s learning process (Huismanet al., 2019). The project also underlines the importance of the Kolb’s approach in learning time management, Academic writing and paraphrasing. The project discusses in brief the four elements of the Kolb learning process that is Concrete learning, Reflective observation, Abstract conceptualization, Active experimentation.

[bookmark: _Toc90743130]Academic And Employability Skills
Academic writing the word itself explains the term, it has been one of the important parts of the student’s life. Academic writing helps the student to convey their understanding and knowledge about the topic (Altinmakas and Bayyurt, 2019). It also increases the way of thinking of the student as a writer, with the research and information they gather about the topic the student becomes more progressive in his way of analyzing the information and delivers more efficient work in the project.     
In this Academic Report writing, it has been discussed about the learning process of the chosen topic using Kolb’s learning module. The topics chosen for the Academic writing are 1. Time management/Organizing study 2. Academic Writing 3. Paraphrasing.

Time management/Organizing study: 
Time management is important in academic writing to allocate time which will help to increase productivity and efficiency in the work. The main purpose of the time management is important to produce efficient quality of work on the given deadline (Adams and Blair, 2019). Planning a schedule for the given assignment and following the same for each of the writing will not only help in submitting the assignment on time but also help to prioritize the quality time on the writing and wipe out distractions. Following a schedule also gives space to think and analyze the gathered information about the topic. Time management and Organizing study also help you know about your body; at what time you are most productive and working on the assignment at that particular time can help to deliver great work. While writing the assignment people always tend to neglect the Reference part and citation of the Author, keeping track of the Reference material of the assignment can be helpful in formatting the assignment, which will save a lot of time. Taking a scheduled hours of break or a scheduled day off can be helpful to give the mind and body rest for some time. Time management and Organizing study routine can be helpful to prioritize the work and keep track on to do list. Effective time management is related to a high level of Academic performance. Setting a daily word count and aims while writing can also help to achieve the target and targets (Wolters et al., 2017). Planning a schedule for the assignment can save a lot of time to proof-read the assignment after its completion and to check grammatical errors, formatting and so on. The main purpose of the time management in Academic writing is to assist student to prioritize tasks and to deliver productive work on time.
Academic writing:
Academic writing is defined as the tool of communication to produce the information and gathered knowledge. Academic writing can help people to be a great thinker, In Academic writing the collected information and knowledge are produce in the way that it makes sense to the reader. Writing can be important in a way that it gives you information in various fields. Academic writing can help people to develop various skills that will stay forever. Academic writing provides the latest techniques and information’s (Akhtar et al., 2019). The importance of the structure is very important in academic writing, following a proper structure help you to focus on the important aspect without missing any important elements of the topic. Academic writing can help you to be professionalism, it is mor than being professionalism. It can brush up the research skills in people. Research can take a lot of time, it is just and internet search but looking at the positive aspect, the research can be of great importance in enhancing the development skills. Knowledge and development skills are the two important elements in Academic writing. Academic writing can be very challenging, sometimes you have to write about the topic that you have never thought before and that is overwhelming, to write about the topic that has zero knowledge is a difficult task for anyone. The main purpose here is to educate yourself enough to be able to produce a quality work. Multiple steps can take a lot of time and hard work. After the completion of the work, you are filled with the knowledge and skills that will impact in many ways. The main purpose of Academic writing is to induce, analyses and convey.   
Paraphrasing:
Paraphrasing is defined as the source and information to write in your own words. It means to transform someone else ideas in your own words. Paraphrasing is importance in academic writing to restate, translate and convey information in your own ability of learning.  It is important to show case the understanding the gather knowledge and information. It is important to paraphrase than to quote the sentence because it makes the reader to realize that you have understood the concept clearly. In Academic writing it is not acceptable to copy paste the sentence, the information and the knowledge gathered should be written in the understanding level of the writer. There is various way to develop paraphrasing skill (Escudero et al., 2019). However, it is very important to grasp the knowledge and information before the formulation of the concept into sentences. Following are the ways to developed paraphrasing skills:
· Read the collected materials very carefully and grasp the main concept of the topic.
· Underlining difficult words and searching the meaning of the words can be helpful to understand the paragraph.
· Read once or twice to understand properly, focus more on the heading and sub headings this is the most important topic, it will mostly describe the key words and explain the whole sentence. 
· Summarize it covering almost all the part of the text through the memory. It is not mandatory to use complex words, it can be summarized in simple words using correct grammars.
· Extract the main points from the text and write the summary of the text.
· Go through the text one again to make sure that it includes all the main points, if the sentences are unbale to paraphrase but has to be included, it should be under the quotation.
· Authentic source and reference must be cited at the end of the assignment.

[bookmark: _Toc90743131]Personal reflection using Kolb’s reflective cycle
The model was published in 1984 by David Kolb to develop learning style inventory. The Kolb’s learning theory has two elements that is “four stage cycle of learning” and “four separate learning styles’ The main purpose of the theory is concerned with the learners internal cognitive process (Sudriaet al., 2018). The theory has its impotence in every stage of model as provided guidance to the learners, it provides the students a mixture of traditional teaching that is normal classroom teachingand practical learning such as self study. 
The four main stages of learning style of Kolb are a follow. 


“Concrete learning”
In the context of Concrete learning Kolb has explained that reading and observing does not only help in learning. The main goal is to actually participate in the experience so it can be understood in depth.
I have understood that depending on the lectures in the classroom and attending seminar is not enough to understand the topic in detail, the actual participation is required to understand the topic in detail. While doing the Academic writing it was very difficult for me to manage time and organize my study routine. Time management really helped to priories my work and the same time produce quality work on the given deadline. First of all, before staring the assignment i properly manage to schedule my time and work, I have set targeted wordcount of the day, that helped me to complete the targeted wordcount of the day. It also helped me to focus only on the particular work as per the scheduled plan (McLeod, 2017). Concrete learning has helped me in Academic writing as I took active participation in collecting materials and information for the assignment. I used to gather material and gathered all the information from the text, articles and books and make a note on it including all the important points. Academic writing help to develop my personal skills and increase knowledge in different aspects. It also helped to develop paraphrasing skills, Concrete learning taught me to develop skill in paraphrasing, i used to go through the text and try to grasp the concept and write in my own words. Paraphrasing helped me to increase my vocabulary. I used to underline difficult words and search the meaning of those words which helped me to increase my vocabulary and as well as developed my personal skills and knowledge. 

“Reflective observation”
The second stage of Kolb learning is Reflective observation. In this context of the theory, Kolb describe the importance of watching and reviewing of the experience gathered all the while. In the context of Reflective learning,I understood that only doing will not help to produce good and quality work, sometimes it just needs to stop and observe things that has been done. Reviewing the work, gathering feedback and asking question can help to change the strategy of work. The mistake can be improved, more innovative strategies can be applied and so on. In the context of time management,I used to follow the same schedule for 2, 3 week and it used to get me bored and reflecting on it, I used to change my time table every 2 weeks, which helped me to work differently and effectively, following the same routine will lead to boredom (Zulfianiet al., 2020). In the context of Academic writing, i used to take feedbacks from my teachers and experts and work on the mistakes, I used to ask questions about what changes is to be done in the assignment in order to improve the quality work. Observing and asking question and taking feedback really helps to rectify the errors, it helps to make good changes in the work. In the context of paraphrasingReactiveoperation really helped me to understand the context clearly. It helped in rectifying my errors while paraphrasing the texts. I have understood that only doing will not produce good work, stopping and reflecting on the work sometimes helps you form doing major mistakes.   

“Abstract conceptualization”
The third stage of Kolb is Abstract conceptualization. In this context of the theory, Kolb describes the importance of conceptualizing the ideas and information gathered all throughout the work. This concept of Abstract conceptualization is very beneficial to reflect on the work done. With the help of this concept,I have understood that with the help of the gathered knowledge and information and actually Appling them on the work can result to more productive work. In the context of Time management,I used to utilize my free time on creating new ideas working on creating models and writing articles and so on. The knowledge i have gathered throughout will be waste if i do not use it on the right time and in correct way. In the context of Academic writing i have included information that i know and the theories related to the topic and presenting ideas with the help of models, mind map, charts, bar diagram and so on, so that it makes the project more authentic and the reader might find it more interesting to read and grab the concept (Ata et al., 2019). In the context of paraphrasing, there were times when I was having trouble paraphrasing the sentences even if i understood the concept and, in those situations,I have fully utilized my knowledge and skills to frame the sentences or lines. It is not possible to understand all sentences and concepts in the text, sometimes knowledge can be utilized in such situation.
“Active experimentation”
This is the last stage of the learning process. In this stage of Active experimentation,the thingsI have learnt is put into practical use (Chiu, 2019). In the context of Active experimentation, the information gathered and the knowledge collected is put into actual use, it is said that if not applied then it’s likely to forget. In the context of Time management, I have used time in working and being more productive in whatever way i can, without wasting time. In the context of Academic writing, I have gathered information and knowledge from different resources and i have used my gathered knowledge to complete the assignment. In the context of paraphrasing to be able to understand and paraphrase the it requires little knowledge to do so, and active experimentation helps to complete the assignment further.
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Conclusion
The project has concluded that the importance of learning Academic and employability skills. The project also concluded in brief the concept of Academic writing, it also highlighted the importance of time management, Academic writing and paraphrasing. The project alsoconcluded the implementation of the Kolb’s model of learning process in the above three sectors. The process of learning the above three sectors are explained with the help of Kolb’s model and its approach. The project also concluded in brief the benefits of Kolb’s models in learning process.
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WHAT IS A RESTAURANT GENERAL MANAGER?

* The Restauranc General Manager leads the operation of the
restaurants. The Restaurant General Manager has the overall
responsibilty for directing the daily operations of the restaurant,
ensuring compliance with company standards in all areas of
‘operation, including product preparation and delivery, customer
relations, restaurant maintenance and repair inventory
management, team management, recruiting, hiring, termination and
retention of team members, financial accountabilicy, and ensuring
that the highest quality products and services are delivered to
each customer.
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