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[bookmark: _Toc133850556]Introduction
The importance of communication in modern life has increased as a consequence of technological advancements and a growth in internationalization (Anderson, 2014). It is becoming more and more obvious that strong communication skills are crucial for both one's professional and personal development. Communicating effectively is most beneficial when it comes to developing relationships, exchanging information, cooperating to solve problems, expanding one's career, and enhancing one's personal development. Four components of communication skill development in colleges and universities and the workplace will be evaluated in this paper (Robillard, 2018). Time management, academic writing, preparing a CV, and presenting skills are among these elements. Additionally, by emphasizing its significance, this report will concentrate on the significance and necessity of gaining more power in a particular area. For instance, academic writing must be done to strengthen students' capacity for critical thinking, and time management skills must be developed in favour of students to grow more efficient in their studies. Another talent required to succeed in academic life is academic writing. A student needs to have a strong foundation in CV writing if they want to enter the workforce. Every new graduate must learn how to speak publicly and present effectively if they want to lower their stress, tension, and excitable-nerve instability.


[bookmark: _Toc133850557]Academic Writing
In higher education, academic writing has a formal tone, follows a method, and uses rationalization based on evidence. It tells other academics about the results, thoughts, and debates that research has led to. I read Anderson's 2018 study, titled "Perspectives on Academic Writing in European Educational Institutions: Genres, Practices, and Competences." It showed that academic writing requires study, which helps build skills like choosing sources, analysing data, and putting information together. Gibbs's Reflective model has been used to describe how important academic writing is in academic and professional life.
Description: Writing for school is an important part of any college programme. Writing research papers, essays, and dissertations is a common task that checks my capacity to analyse material critically, write well, and communicate easily. 
Feelings: A lot of pupils have problems putting their thoughts into words because the work is so difficult. With practice, I can get better at writing for school and feel more confident in my ability to say things clearly and convincingly. 
Evaluation: Employers in both the academic and business fields look for people who can write well for an academic audience (Salmon and Young, 2018). It's a great chance for adolescents to exhibit how well they understand, think critically, and work with others. 
Analysis: Academic writing requires a wide range of critical thinking skills, such as analysis, synthesis, review, and application (Gladkova, 2014). I am told to make decisions thoughtfully about the truth of different claims, compare the relative advantages and disadvantages of various arguments, and make cases that make sense.
Conclusion: Academic writing is an important part of higher education because it helps students think critically, communicate clearly, and reason logically (Smith, 2018). I can get better at writing and feel more confident about being able to say what I mean in an easy-to-understand manner.
Action Plan: I can improve my academic writing with regular practice, helpful feedback from teachers and peers, and a lot of reading. I additionally require to acquire knowledge of how to do research and quote sources correctly.
[bookmark: _Toc133850558]Writing a CV
When you write a curriculum vitae (CV) or resume (resume), you put all of your important educational and professional information in one document (Gladkova, 2014). A curriculum vitae (CV) talks about an applicant's educational background, work experience, skills, accomplishments, and other important facts that make them a good candidate for a job or school post. Here, I am showing how Gibbs' reflecting model may have been used to explain the importance of a CV in academic and professional life.
Description: At this point in the process, I'm being asked to write a story about how I made my curriculum vitae (Dooley and Walshe, 2019). The steps I took, the items I used, and the problems I ran into should all be written down.
Feelings: I might be responsible for how I experience the procedure of writing my CV (Shulman, 2017). Writing the CV should show how I felt while I was performing it, whether it was confidence, worry, or just plain tiredness.
Evaluation: At this point, I think back on the time I spent making my CV. I require to figure out what they do well and where they could improve. I ought to additionally think about the reason a CV is useful and how it may assist me in the future.
Analysis: I should think seriously about what I've learned about writing CVs. I ought to think about how much I got to know about myself as well as how significantly I gained as a writer, organizer, and speaker while writing my CV. 
Conclusion: I should now think about what I've learned from writing my curriculum vitae and draw any relevant conclusions. Think about how a written effective CV can help their chances of getting a job. 
Action Plan: It's time for me to set long-term goals and come up with a plan for taking action. I ought to consider how my experience and expertise will help me get a job in the not-so-distant future and how it will make me shine among everyone else.
[bookmark: _Toc133850559]Time Management
According to Smith (2022), time management is the comprehensive view of organising and managing the amount of time spent on various tasks to maximise production, efficiency, and effectiveness. It entails defining what it is that a person wants to do, putting activities in the order of importance, and organising a calendar in such a way that the person may make the most of the time they have available to them. I have been looking over an article that was published in 2021 and named "Impact of time management behaviours on undergraduate students." This journal was written by Smith and Milton. They demonstrated that students can finish the activities they are assigned on time, receive good grades, and have strong time management skills if they follow some strategies on time management and quick learning approaches. In addition, they showed that students can have good time management abilities. The reflective model developed by Gibbs encourages individuals to reflect on their actions, decisions, and experiences to cultivate critical thinking and stimulate critical thinking. The following are the six processes that make up this methodology: describing the situation, evaluating it, conducting an analysis, coming to a decision, and developing a plan of action. By the reflective model presented below by Gibb, I analyzed the time management skills seen in higher education (Mabuan, 2017).
Description: When it comes to achieving academic success in higher education, one of the most important factors is an individual's capacity for effective time management (Zahra, 2009). I need to plan, prioritise, and schedule the activities and tasks I need to perform to get them done as quickly as possible.
Feelings: Students often struggle with time management, particularly when they are involved in several extracurricular activities. When there is an excessive amount of work to be completed in a limited amount of time, students may suffer sensations of panic, stress, or worry. On the other hand, I can generate a sense of achievement and satisfaction when activities are accomplished on time, and I believe that this may be related to the effective management of my time.
Evaluation: To be successful in higher education, effective time management is necessary (Robillard, 2018). Having abilities in managing my time helps me perform academically, prevents me from procrastinating, and makes me feel less pressurized (Parasnis and Long, 2019). However, inefficient use of time can lead to missed deadlines, which can result in lower grades and additional stress.
Analysis: There are many different approaches I may take that will assist me in becoming more proficient at time management. A helpful strategy is to prioritise tasks according to their importance and the urgency with which they must be completed (Dooley and Walshe, 2019). To accomplish this, the work that has to be done must be prioritised, and time must be made in the schedule to complete it. The utilisation of a calendar or timetable enables me to more effectively manage my time.
Conclusion: The ability to effectively manage one's time is necessary for academic success in university. When I become more skilled at managing my time, I will have a better chance of achieving my goals. Students who acquire the skills of prioritising their work, planning, and making effective use of time-tracking and organisational aids such as calendars and to-do lists have a greater chance of achieving academic and professional success throughout their lives.
Action Plan: As a student, I may improve my time management by, among other things, forming a routine, establishing goals that are within my reach, and allocating tasks according to their suitable priority (Donnelly, 2014). I can stay on track and get more work done with the help of tools like calendars and lists of tasks to complete. If I find that I am having difficulty managing my time, I have the option of asking for support from either my professors or the academic advisors at the student services department.
[bookmark: _Toc133850560]Public Speaking and Presentation Skills 
The act of delivering a discourse or presentation to a live audience is referred to as "public speaking (Parasnis and Long, 2019). It includes presenting in the presence of a group while maintaining composure and expressing one's views clearly, to inform, persuade, motivate, or entertain the audience. I have illustrated the significance of public speaking and presentations using Gibbs' reflective model below.
Description: Students are frequently required to show competency in presenting and speaking in public at universities. Everyday classroom activities include presentations, debates, and discussions in which students must articulate their points of view.
Feelings: Public speaking is a terrifying experience for many pupils. Anxiety, tension, and fatigue are all possible outcomes. However, public speaking can be a thrilling and empowering experience when I effectively communicate my audience's ideas and engage them (Schneider and Specht, 2016).
Evaluation: The ability to communicate effectively in front of an audience is crucial for success in higher education. Students can communicate effectively, interact with one another, and develop as intellectuals. Employers place a premium on public speaking and presentation abilities, and these experiences give me a head start on my future career.
Analysis: Public speaking and delivering presentations are complex tasks which necessitate considerable planning (Zahra, 2009). Students are required to prepare by researching their topic, creating an outline, and practising their presentation. I must consider my audience, the purpose of my presentation, and the tone I wish to establish.
Conclusion: The ability to communicate successfully in front of an audience is essential in today's society and can help students succeed throughout school and beyond (Donnelly, 2014). It aids me in articulating my ideas, interacting with others as well, and developing as a thinker.
Action Plan: Students can take various steps to enhance their public speaking and presentation skills. I can enhance my public speaking abilities by attending seminars. I can refine my presentation skills, receive constructive feedback from instructors, and network with other learners.  


[bookmark: _Toc133850561]Conclusion
Maintaining a sustainable way of life in today's interconnected society requires effective communication. Students' time and energy are scarce resources, therefore mastering time management skills that allow them to function at peak efficiency is critical for success. Finding that sweet spot between schoolwork and extracurriculars is important for students’ mental health and professional development. To achieve one's goals and make the most of one's time, one must master the art of time management. With proper time management, I can maximise each day by devoting my whole attention to the tasks at hand. If I want to become an expert time manager, I must develop a routine that allows me to give my whole attention to the most pressing responsibilities. You can stay organised and get more done with the help of the many tools at your disposal, such as time-tracking programmes. I may experience less stress, get more done, and achieve more of my goals using reliable, efficient methods of managing my time. Academic writing calls for the demonstration of advanced thought processes, the cultivation of critical reasoning skills, and the addition to the body of expertise on the topic. A well-written curriculum vitae (CV) can also impress admissions officers by showcasing the applicant's skills and expertise and highlighting their commitment to precision and professionalism. Last but not least, the ability to communicate effectively in front of an audience is a crucial skill that has applications beyond the classroom and the workplace. This has the potential to boost pupils' personal development and growth.
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SKILLS THAT I NEED TO IMPROVE IN ORDER TO
BE SUCCESSFUL IN THE CHOSEN FIELD

There are specific abilities that I need to develop further and that are also usually desired m a variety of
professions; so, putting effort into developing these abilities can be advantageous.

* The Ability to Think Critically: Building my capacity for critical thinking and having the capacity to
critically evaluate information is essential to achieving success in any area. This includes the ability to examine
data, recognize potential problems and find solutions, as well as make judgments based on educated judgment.

* Adaptability: In today's fast-paced work climate, the capacity to adapt to change and handle unexpected
scenarios is becoming an increasingly crucial skill set to possess (Hackman, 2012). This involves the capacity to
acquire new abilities, assume novel duties and operate productively in a wide range of contexts. I need to focus
on properly.

* Technical Skills: There may be specific technical skills that are highly desired. but it all depends on the
industry that you work in. For instance, in the sector of technology. having a strong command of programming
languages and the ability to design software may be very necessary (Dewett & Jones. 2001).
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WHICH SKILLS | CURRENTLY
POSSESS

Problem-solving Skill: One of the most significant skills
in many different types of jobs is the ability to recognize
issues, evaluate information, and develop potential
solutions. I am very expert to solve any problems within
a short time.

Time Management: For successful goal-setting and
timely completion of deadlines, effective time
management and the capacity to prioritize responsibilities
are essential skills to possess (Dewett & Jones, 2001). I
complete any task timely and it has made a lot of scopes
to get expected outcomes in many areas in my life.
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WHICH SKILLS | CURRENTLY -
POSSESS

The following is a list of employability abilities in which I excel and which are also highly
prized by employers:

Skills in Communication: The capacity to communicate clearly and successfully with
other people is an important skill that is required in most vocations. This encompasses
verbal as well as written forms of communication. I am much expert on this skill and it has
brought me many successes in my life already (Deloitte, 2019).

Teamwork: The capacity to collaborate well with other people in the pursuit of a common
objective is another essential skill. This requires you to be able to work well with others, be
willing to compromise and be adaptable. I have a great deal of expertise in this skill, and it
has already helped me achieve a great deal of success in my life (Deloitte, 2019)
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NUMEROUS CATEGORI
EMPLOYABILITY SKI

The following list includes some of the most crucial employab:
properly regarded by employers:

Leadership skills: Describe the importance of having good leadership qu
capacity toxencourage others, assign work, and arrive at tough decisions.

lore the ways in which one can develop their own creative potential as well
ich imaginative thinking can be an asset in a variety of fields (Dewett &

uch as the

Critically: Describe the significance of having critical thinking
abilities, ity to analyze knowledge, come to logical conclusions, and find

workabl issues.




image8.jpeg
NUMEROUS CATEG
EMPLOYABILITY

The following list includes some of the most crucial employability abiliti

employers:

Problent ing skills: Discuss the importance of having the ability to recognize problems, evaluate them, and
comeup orkable solutions (Bimrose, 2011).

erent types of jobs, and then explore some methods for enhancing your capacity to do so.

mphasis on the need of being able to adjust to changing conditions, such as the
s of the team, new technologies, and different amounts of work.

nversation on how important it is to have excellent time management abilities,
ivities, set objectives. and keep up with deadlines (Brown & Barnes, 2011).
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about someone having employability skills, then it refers to a set of
es, and information that increases their potential for success in the
on, 2021).

e these abilities greatly since they are crucial for maximizing
achievement on the job.

» Employers

entation, I will discuss numerous employability skills, the skills I now
and those I must acquire in order to be successful in my chosen sector.
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CONCLUSION

> It is needless to mention that to do better in their professional
and personal life, anyone needs to be an expert with minimum
required skills that connected with the chosen field where he
or she wants to go.

»By focusing on the strong and weak zones of
skills section, anyone can easily improve the
future, I will greatly focus on the areas of emp
where I am weak and I will have to learn prope

witl‘ time.
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Sl
HAT I NEED TO IMPROVE IN ORDER TO,
CCESSFUL IN THE CHOSEN FIELD

Competencies in Leadership: Developing my leadership skills is
absolutely necessary if I want to one day assume a position of
authority in my chosen career. This involves having the ability to
motivate and inspire other people, as well as successfully assign
duties and provide constructive feedback (Scotis, 2022).

same industry as I can be quite advantageous. This includes having
ability to network, form connections, and cooperate successfully
ther people (Jonathon, 2022).

' G. ’ Networking: Developing connections with people who work in the




