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[bookmark: _Toc92226621]Introduction 
Time management, CV writing, referencing and public speaking and giving presentations are some example of academic and employability skills that have been discussed in this report. In order to explain these academic and employability skills, this report has adopted Gibbs reflection model. An explanation of the skill, feelings of education, assessment of the practice, analyses of the situation, and a conclusion will be offered for each of the marketable talents. This skill can help a person to better understand and better do the activities to be performed in academic life. The report will show the literature, knowledge, practical guidance, and application of these three marketable qualities in professional careers, as well as how they connect with other areas of study. 


[bookmark: _Toc92226622]Chosen Model of Reflection 
For a human's career advancement, academic and employable skills are vitally crucial to possess. These abilities also assist to increasing the efficiency with which any person does any prescribed activity, whether it is academic or professional in nature. The purpose of this report is for me to reflect on my progress in terms of employment and intellectual achievements as a result of my academic learning assignments. In addition, I will be explaining the value of those abilities in my own professional activity. For the reflection portion, I will be use Gibbs' reflective cycle to conduct an in-depth examination of the many skills I have obtained, as well as their influence on job skills, in order to complete the assignment (Ibrahim et al., 2021). 
By providing structure to the process of learning from one's prior experiences, this reflective paradigm supports in the process of learning from one's past experiences. Numerous steps must be completed in order to undertake a thorough study of any given occurrence. These steps will aid an individual in resolving issues. Feelings, Analysis, Description, Evaluation, Action Plan, and Conclusion Statements are the steps (Akella, 2021).














Figure: Gibbs’ Relation Model. Source: (Williams et al., 2021).
[bookmark: _Toc92226623]Description: This stage is about my own experience of events in my life which connect to the academic or employability skill particularly. This stage describes the experience in detail; what, when and how the event was happened actually. In regards of time management, CV writing, Referencing and presentation skill, this stage is important. 
[bookmark: _Toc92226624]Feelings: In this phase, you'll learn the about emotions that were generated by the incident, and what somebody's thinking were throughout the event, activity, or circumstance mentioned in step one. It is not the purpose to go into detail about the emotion or to make direct comments on it. It is not necessary to assess or judge one's feelings. A most crucial goal of this stage is to make people more aware. During this module, the stage helps me to learn these academic and employability skills effectively (Syafryadin, 2020). 
[bookmark: _Toc92226625]Evaluation:  The goal of this step is to figure out if your first-step event was a pleasant or bad experience. Which technique worked best, and how did it do so? Which strategy did not perform as well as the others? Individuals may find it challenging to stay objective in the face of a dreadful situation. 
[bookmark: _Toc92226626]Analysis: This phase is all about the lessons I've taken away from the scenario, event, or action in question. Having learned from this event in the past, I am better prepared to deal with potentially dangerous situations. Thus, both good and bad events or situations that I encountered will be put down and analyzed on an individual basis, and vice versa. Everyone learns from their errors, after all. This step is often completed in conjunction with the previous one.
[bookmark: _Toc92226627]Conclusion: This is the phase in which I step back a bit and examine myself objectively, asking myself what more I might have performed in this scenario. When it comes to this phase, the information you obtained previously is really important and may serve as an encouragement to reach a decent and beneficial conclusion.
[bookmark: _Toc92226628]Action Plan: Finally, actions are prepared for future circumstances, events, or activities during this last stage. People make tangible vows to themselves based on the 'Conclusions' in the fifth phase of the process. The objective is to follow through on these commitments. If things went well, you might make a commitment to yourself that you would behave in the same manner a next time. In places in which things just did not go as planned, you might make a vow to yourself that you would not repeat the same errors in the future. What will be a more efficient method, and which modification will result in genuine improvement in the situation? In additional to developing a plan, it's a good idea to think about how you'll motivate yourself to follow through on your commitments (Adeani, 2020). 
[bookmark: _Toc92226629]Time management 
Time management means distribution or allocation of time to different activities properly. Time can be considered one of the most valuable resources. Time is valuable to the employer. Time-management-savvy workers are more motivated, imaginative, reliable, and skilled. When studying of managing time, it was simply called "time managed." I didn't fully appreciate time - management skills, but I knew it meant doing the job when it was due. Aside from time management, I learned how to function under stress and how to deal with the daily obstacles of part-time work as the learning continued. Management is the method of performing tasks quickly, efficiently, and well. Concerned about managing time? Whenever an employer wants a proposal, employees must present it on time. But reporting on the initiative is required (Adams & Blair, 2019).
I finished my assignment, schoolwork, and employment on time since I first learned about the problem. It was considerably easy to monitor my time after the course. The kids benefited from the subject. Several jobs were accomplished in teams. My pupils and I have been captivated by a team's emotions. Cultural peers attended and made suggestions for the task. When the problem of managing time was raised, I believed I could do the work on time, but not well. But learning time wisely is fun for me (Rao, 2019). 
I learned about time management in the controlling time course, but I cannot really figure out how to prioritize tasks, which is an important element of time management. But I had no idea what the priority matrix meant. A class discussion might be good. A group of classmates might debate time management and methods. But a few of them helped me understand the issue (Watanabe, 2021). 
Following preparing adequately, my daily job routine has become considerably simpler. The instruction would've been more beneficial if there had been time for group discussion. A timetable writing approach, communication strategy, and patience are required to develop my time management abilities (Williams and Reid, 2011). So, I'll need some plans of action, such timekeeping, planning, and helping or aiding the team (Nebhinani & Kuppili, 2021). 
[bookmark: _Toc92226630]CV writing 
Many university graduates had good academic qualifications and job experience, but their CVs were insufficient (CV). This course has taught me how to write a CV, which I desperately need. My CV should explain to the company why you are valuable to them. My Resume writing session taught me how to produce a visually attractive, comprehensive, and stunning résumé. The idea of creating a CV successfully reflects the applicants' personality, efficiency, knowledge, and energy. A few of the colleagues were already adept at CV writing, but the training gave them a solid foundation. On the other hand, we will try to write a CV that showcases our talents and qualifications while highlighting our passion and soft skills (Bhagra & Sharma, 2018.). 
My friends and I both loved the CV writing process. Creating CVs is a practical learning life lesson; therefore I generated several. The CV template database has a problem. Creating themes in Microsoft Word is not easy. Also, the classmate likes the CV writing topic since it pertains to our jobs. After completing the program, most students learned how to write a CV. 
A CV, chosen qualifications, technological skills and educational accreditations were taught to the students. But there is no instance of a CV that shows this. In an email, a peer confirms the CV's structure. Several of them provide valuable templates. My companions and I are conscious of the course since CV creation is required to get a quality job. Except for the job description/career prospects. It's tough for me to condense knowledge, emotions, and talents for a vacant post (Scott, 2019). 
In the CV writing class, we have learned how to sell yourself and assure our selection. The teacher assessing several CVs helped reveal the CV's flaws. A colleague might also help by developing a resume sample. To avoid the hassles of CV writing, I will collect samples online. Again, I can finish a CV design course. Following job postings may assist you enhance your CV writing skills. So, I'll emphasize the requirement for CV writing abilities (Bhagra & Sharma, 2018). 
[bookmark: _Toc87908663][bookmark: _Toc92226631]Referencing
Referencing means citing the source of information that is collected. It’s about giving credit to the owner of the property. It is also an academic skill. Students have to refer the publishers or the authors of the writing that are followed to prepare report, assignment, essay etc. Referencing protects writings of the author from being duplicated of from the theft of concept (Pears,2019). 
In professional life, teachers have to do different kinds of research, Phd program, thesis etc. They have to use the skill of referencing. They have to use the speeches, writings, researches, bulletins, news etc. So they have to cite properly the author name, date of publication, source of data collection etc.Professional researchers also have to use the skill of referencing. 
There are many types of referencing formats. Some are used universally. Despite the different formats, the intended purpose of the reference remains the same. Students have to use the reference format stated by the instructor. Harvard and APA are two of the most commonly used referencing formats.
I have learned how to refer properly and different type of referencing formats. Now I can use my skill to prepare my assignments, reports, essay etc. This skill will be helpful for my intended career. I will remain alert and give credit when using other’s intellectual property. Harvard is my preferred method.

[bookmark: _Toc92226632]Public speaking and giving presentations 
Modern Business world expects people to have excellent interaction, presenting, and strong communication skills. Courses taught me skill, mannerisms, speech style, body language, focus point, and questioning. The teacher has called us up. Part of the assessment procedure included responding to a presentations. Public speaking requires confidence, a straight posture, physical touch, and a grin (Bate, 2015). Taking deep breaths during a performance reduces mental pressure, in my opinion. I'm good at producing Power Point presentation with pertinent graphs, statistics, and animation.
Week 9 was our individual presentation about intend career. As well as everyone else I made Power Point presentation about their intend career and gave presentation which then I needed also to perform as presentation in the class.  In the presentation I have described reason behind me choosing this career, skills that are needed and which skills set I already have. It was challenging for me due to my lack of public speaking experience. I was anxious at the beginning of the class but after seeing others I become comfortable I enjoyed my friend's lesson-long speech and my one went fairly well I suppose.
After the session, I increased my public speaking skills, although I still struggle with presenting, gesturing, and the stage itself. There was little interpersonal communication practice. With repetition, we may enhance our language ability. While Power Point presentation skills were strong, cartoon and filmmaking skills were poor. 
Proficiency in public speaking and presentation will help me get a respectable job, gain leadership, and build managerial skills. I'm humiliated when a classmate does well. But my vulnerability has made me stronger. To develop public speaking and presentation abilities. Speech, motion, and physical contact may all enable me to develop these skills. Any company has to be able to present and talk publicly (Islam, 2021). 
I have learned basics of public speaking during the term. As I want to go to the business sector and become a leader, this skill will be helpful for me in my professional career. I practice this skill and strive to develop. 
There are some other ways to develop presentation skill. Learning of this skill is helpful for me now and also contributes to my professional career.
[bookmark: _Toc92226633]Conclusion 
Time management, resume writing, referencing, public speaking and presenting abilities are just a few of the intellectual and job performance highlighted in this research. This paper uses Gibbs' reflection approach to describe these academics and employability abilities. For each marketable talent, a description of the skill, sentiments about schooling, an appraisal of the practice, an analysis of the scenario, and a concluding will be provided. The report will discuss the literature, expertise, practical advice, and implementation of these four desirable characteristics in professional vocations, as well as their relationship to other fields of study.
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