
Academic and Employability Skills 


Table of Contents
Task 1	3
Introduction	3
Analysis of the Employability Skills	3
SWOT analysis	4
Time Management tool	5
Planning for personal and professional development	7
The world of work	8
Comparison between the previous and the current area of understanding	9
Conclusion	10
Task 2	12
Introduction	12
The areas of learning	12
Models for the understanding of learning	13
Application of the learning processing	15
Conclusion	16
References	17



[bookmark: _Toc60735690]Task 1
[bookmark: _Toc58936270][bookmark: _Toc59635903][bookmark: _Toc60735691]Introduction 
The purpose of the report is to examine the employability skills with the help of the tools learned in the module like SWOT analysis, PDP, time management, etc. The demand of the labour market based on the market analyst report produced by the recruitment agencies, consultancies will be analysed in the report. Moreover, the reflection based on the progress can be analysed from the report.  
[bookmark: _Toc58936271][bookmark: _Toc59635904][bookmark: _Toc60735692]Analysis of the Employability Skills 
Employability skills underline the core competencies and attributes of the individual to get fit for the job (Harrison, 2017). The wide range of skills to perform the job responsibilities can be observed under the employability skills. It is the employability skills that support the work-readiness of the individual by enhancing the foundation skills and soft skills. The strategic implementation of the work process requires the competency of the individual to understand and execute in the workplace. Therefore, the role of employability skills is essential for the individual to pursue career goals both in the long and short-term period. Employability skill encompasses the desirable, and transferrable skills that tune the individual into the potential candidate in the workplace. So, the set of attributes under employability skills is necessary for every job. 
Foundation Skills is one of the basic competencies that support the individual to remain organised and clear in his/her vision. The effort of the individual and commitment towards the work can be clubbed under the foundation skill. Moreover, one has to remain flexible and responsible for his/her contribution to the work process. Interpersonal skill is one of the essential requirements that facilitate interaction and communication with peers/colleagues and seniors. Teamwork is one of the components of the interpersonal skill that enhances the collaborative working to accomplish the organisational goal. Moreover, an individual has to emphasis on active listening to control the misunderstandings and future conflicts in team working. Empathy is another criterion under the interpersonal skill that enhances the ability of the people to understand each other feelings while working in a team (Nabi, 2017). The difficulties encountered by others can be analysed with the sense developed by empathy. Thirdly, communication skill facilitates the individual to transmit and share the information smoothly. The individual must have the ability to interact fluently with the customers/clients in the workplace and peers to achieve the targets. Moreover, the individual must have the knowledge and experience in writing letters, application, drafting e-mails, responding to the queries of the customers, etc. Furthermore, seeking feedback from the customers to measure service deliveries require sound communication skill. In the case of Problem-solving skills, the candidate has to encounter a critical situation by generating effective solutions. One has to gather insights for the unforeseen circumstances to develop a work-based solution. Therefore, self-initiative to participate in the negative situation and working closely to generate the solution is highly needed.  On the contrary, the professional skill of the candidate in managing the situations by prioritising the consciousness and career development is highly essential (Bennett, 2018). The candidate has to utilise the available resources to enhance the learning journey towards career planning. One has to understand the deficiency and core strengths to pursue the selected career goal in the long-run. The leadership skill is one of the required skills that help to influence the ability of others in reaching the targets (Bradshaw, 2015). For example, working in a team and assisting colleagues to encounter unforeseen circumstances also reflect leadership ability. Therefore, an individual has to work closely with each other in a team to understand the difficulties and accordingly propose certain measures to overcome the barriers. 
[bookmark: _Toc58936272][bookmark: _Toc59635905][bookmark: _Toc60735693]SWOT analysis 
SWOT analysis is a framework that facilitates the individual to sort out the core strengths/attributes, weaknesses, opportunities, and possible threats (DiMauro, 2018). Therefore, one can undertake constructive measures to work on weaknesses. I have learned from my class that SWOT analysis is effective in preparing the career development plan. Moreover, I am interested to work in the hospitality sector to capitalise on my prior experience and market demand. As a Hospitality Manager, the basic skill sets can be evaluated from the SWOT analysis. 
	Strengths
· My research skill is sound as I preferred to undertake background study before proceeding to any work. 
· My presentation skill is strong as I can influence the audience with my viewpoints. Moreover, I am aware of the techniques to present my perspective in the group discussion 
· I am flexible to work in any condition and prefer to work closely with each other to accomplish the targets. 
	Weaknesses
· My fluency in interacting with people needs improvement. 
· I miss the deadlines when I am working under pressure 
· My IT knowledge is limited to the basic level which requires training. 

	Opportunities
· The technology driven industry is giving us new opportunities to grow and flourish. 
· The market demand and rising consumer disposable income is the positive factor for achieving the growth 
· The development programmes undertaken by the organisations and external agencies are reducing the skill gaps. 
	Threats
· The complicated work process and disagreement among the team embers are creating barriers in achieving the targets. 
· The taste and preferences of the customers are changing and that requires high flexibility. 
· Organisational politics is high and creates insecurity in achieving career goals. 



[bookmark: _Toc58936273][bookmark: _Toc59635906][bookmark: _Toc60735694]Time Management tool 
Time Management Matrix facilitates the individual in tracking, shortlisting, and organising the activities based on the priorities (Bradshaw, 2015). My time management skill is poor and I miss the deadline very often due in high work pressure. The time management matrix is beneficial to record the activities based on the priorities and thereby reduces the chance to miss the deadlines.   
	
	Urgent
	Not Urgent

	Important 
	· Unforeseen circumstances may arise and require urgent intervention 
· The crisis management to meet the deadline-driven projects 
· Last-minute monitoring and tracking  


	· Exploring the new dimensions based on the career prospects 
· Long term planning for the selected career choice 
· The activities to stimulate personal growth needs to be focused 

	Not Important 
	· The shared working to meet the deadlines 
· The prior interruptions that caused delays 

	· Low-value driven activities need to be avoided 






[bookmark: _Toc60735695]Planning for personal and professional development 
	Necessary skills
	Activities
	Resources
	Time 
	Success criteria

	Effective communication
	The implementation of effective communication will be done by developing the process of interaction with everyone. The process of learning multiple languages would also be helpful for making the process clarified.
	Different kinds of books and journals will be followed for learning the areas of effective communication. Regular practices will also be helpful for the development.
	3 months
	I will be able to communicate with everyone with confidence and all the problems will be sorted.

	Customer service
	The process of taking feedback from the customers after providing services is also necessary for understanding the area of services.
	The main resource will be different kinds of open sources and demonstrated video for understanding the tricks and strategies of managing the customer services.
	4 months
	I will be able to look after the advantages and disadvantages of the customers. The views of the customers towards the organisation will always be positive.

	Multi-tasking
	The implementation of proper time management will be helpful for serving the purpose of multitasking properly.
	Several articles and journals will be followed for understanding the concept of multitasking and its effectiveness in the hospital organisations.
	3 months
	I will be able to provide proper services to the customers by handling everything tactfully. All the things will be done within the estimated time.

	Innovation
	The implementation of innovation will be done by creating different kinds of packages and exclusive services for the customers.
	The marketing report will be helpful for understanding the trends of society and for the innovation will be done by following the expectations of the customers.
	6 months
	The satisfaction level of the customers would be the main surface area and it will be reflected in the development of organisation.



[bookmark: _Toc60735696]The world of work
The working world is highly competitive and it is necessary to understand that a range of consecutive stages are there to get a proper and suitable job role. Different kinds of agencies and job centres are there like indeed.co.in, LinkedIn in etc. are there to help in the process of getting a proper job. The finest and foremost way to figure out the suitable job role gets done by following the method of betterment and development in skills and competencies. The personal and professional development plan has reflected the area of necessary development by going through the self-analysis process in a professional manner. It is necessary to understand the area of the entire world's work by following the area of interest and personal learning. The processing of SWOT analysis has helped in the process of understanding the key skill areas which have become helpful for understanding the suitable area of work. Learning from the skills of academics have helped in the process of developing the knowledge and idea of employability. The area of learning has become responsible for the understanding of the entire world. I have also understood the process of developing the deliveries of learning in a proficient manner to the learning area of this term (Di Gregorio, et al., 2019). I have also observed that the area of understanding has also become more prominent in this term by going through several strategies and practical development. The process of academic and employability skills are necessary to be developed gradually for fulfilling all the necessary criteria of getting a proper job in the tough competition in the market. The selected job role of being the marketing manager of a hospitality organisation would definitely be fulfilled by developing the necessary areas from the personal and professional development plan. I would also like to say that the process of choosing the job role needs to be done precisely. It is evident from the discussion that the advantages and the key skill areas need to be relevant to the job role of an individual. The hospitality world of work is vast and the overall processing of a manager needs to be done by developing the necessary skills (Flaherty, et al., 2019).
[bookmark: _Toc60735697]Comparison between the previous and the current area of understanding
The learning area has helped in the process of understanding the necessity of career and personal development in the overall processing of academic and employability skills. I have gone through several skills and competencies and the learning areas have helped me in the process of enhancing my skills and competencies in the process of getting proper work. The process of recruitment and development in an organisation depends on a range of things. The process of developing the skills and competencies for getting a proper job needs to understand a lot of things. Previously I had only an idea about the process of recruitment and development. The necessary skills of academic and employability are related to the terms of development in life. The previous learning area health helped me to understand the areas of learning in academics. The previous part of learning is done by following the method of basic learning. The concept of writing, knowledge of the grammar, process of referencing, concept of plagiarism and the area of creativity are known in the previous term (Rodríguez Cepeda, 2018).After the escalation of this self-analysis and professional development plan I have understood that the implementation of the learning skills are necessary in a proper manner to escalate the system of employability skills. The realisation of previous and current learning areas can be compared by me in the sense of betterment. The basic areas of learning have helped me to form a concept of academic and employability skills. The further process of learning and the area of development have helped me to focus on the process of career development by enhancing the area of professional escalation. 
[bookmark: _Toc60735698]Conclusion
The study has helped to understand the necessity of a personal and professional development plan for the continuous process of development in personal life and also in career. The internal analysis of learning has become helpful for figuring the process of development plans for further escalation. It is understood from the analysis that a continuous process of learning is necessary for the overall development of career. 




[bookmark: _Toc60735699]Task 2
[bookmark: _Toc60735700]Introduction
The process of learning and the area of industry are being followed in the module. Different kinds of activities are undertaken and the reflection of the learning can be done here by going through several models of learning. The effectiveness of the learning areas from the module will be reflected in this study to understand the importance of different kinds of class activities.
[bookmark: _Toc60735701]The areas of learning 
The main differences that are found from the process of learning and in class activities are the understanding of the facts. The process of learning in the initial stage has helped to go through the system of learning from an open source. On the contrary, the areas of learning from this module have helped to understand the capacity of an individual by conducting different kinds of in class activities. The process of communication, innovation, multitasking and the area of customer services are the areas of learning in this module. The academic skills have helped the process of developing the employability skills by conducting several activities in the classes (Di Gregorio, et al., 2019).
The process of implementing different kinds of interactive sessions between the peers have become helpful for understanding the facts of effective communication. The topic of interaction and the concept of executing the idea of effective communication is related to the system of customer satisfaction in a hospitality organisation. My desired job role is the manager of a hospitality organisation and the process of communication has become effective for understanding the necessity of priority.
I've also followed that the process of innovation is another topic that is also taught in this module. The effectiveness of innovation is found in the development of an organisation by creating a range of new things. The activities were undertaken under the guidance of the mentor and different kinds of new ideas were derived by the team members. I have gone through the activities of innovation and understood that implementation of innovative ideas are necessary for the development of the role of hospitality manage (Thomas, et al., 2016)r.
The module has also helped in the process of understanding the concept of multitasking. It is evident from the study that doing simultaneous work is necessary for the proper completion of the task within time. The activities of multitasking have taken place in the learning process by following the idea of prioritisation. I have understood the necessity of prioritisation while conducting the process of in class activities. The system of conducting the studies has also helped me to the process of synchronising the work.
The idea of customer service is related to the above activities as well. The maintenance of time and priority are related to the services of customers in a hospitality organisation. The concept and the area of fulfilling the demands of the customers by following the trends are also taught in the learning area of the module. I have been able to figure out mine advantages and addresses from the swot analysis and the personal development plan have become effective for the development of myself (Tuomainen, 2016).
I have also observed different kinds of Tools and techniques also there for understanding the skills and competencies of Academics and employability. My skills and competencies of being the manager of a hospitality organisation will be possible by developing a proper and precise planning for skill development.
[bookmark: _Toc60735702]Models for the understanding of learning
The learning areas from the module and the in class activities can be observed here by following the reflective models of learning. Kolb’s learning model is one of the significant models of reflective learning to understand the area of learning in a more intense manner. The model of learning is divided into 4 stages namely concrete experience, reflective observation, abstract conceptualization and active experimentation. I am going to apply the process of holding the learning model for the better understanding of the learning areas from the in class activities. The topic will also be highlighted here for demonstrating the usefulness of this model (Thomas, et al., 2016)
Concrete experience
The process of learning a new experience gets started from this stage. The idea of creating a complete experience started from the area of learning in a new experience. I have gone through a range of activities in the class and had the opportunity to gather a range of concrete experiences. I have understood that the process of learning a new thing comes from the area of gathering experiences. The process of meeting several skills and competencies I have also started in this area. The concept of team based learning, the area of activity based learning are also related to the concept of employability. The experiences of multi-tasking, innovation and the idea of customer satisfaction are also formed from the area of concrete experiences.


Reflective observation
This is the second stage of the learning process that helps to focus on the process of understanding the experiences. After the development of an experience in the initial stage, I have understood that the observation of the experience is necessary for developing different kinds of new ideas and thoughts. The area of communication and the process of innovating several Strategies for acquiring the trends and demands of the customers also followed here. The observation of Customer Service Management and the idea of effective communication are also helpful in the process of developing the idea of employability (Wu, 2017). Observation process has become a guide to the understanding of the facts of academic and employability skills. The effectiveness of the observation and the process of future development are all related to the system of this stage. The formation of conceptualization needs to be done for the execution of new thoughts. I have followed that the proper process of observation is done by me in the process of activity based learning with my teammates.
Abstract conceptualization
The idea and the development of different abstract concepts also get related to the process of skill development. The topic of learning the area of innovation, customer experiences, effective communication and multitasking are conceptualized in this stage. I have formed different ideas for actualizing the concept of skill development to acquire the role of a hospitality manager in a hotel. The process of conceptualizing the idea of different topics for being a competent applicant is related to the terms of employability. I have conceptualized that I need to be more diligent towards my work in order to gather confidence for understanding my capacities. I have also evaluated my area of gathering experiences and observing the learning areas by conceptualizing the innovative ideas. The process of figuring the strengths and weaknesses of myself have also become more relevant with the conceptualization of the innovative ideas (Thomas, et al., 2016).
Active experimentation
This is the final stage of the learning where the application of the learnt areas are done. The process of developing the skills and competencies of employability and the process of experimentation is found in the area of learning a proper thing. The aspects of learning and the area of implementing the experimentation are all related to the stage of active experimentation. From the process of learning the module to the area of developing the process of implementation are done by following the learning stages.
The implementation of this model has really become helpful for the understanding of the topics in a more intense manner by following the process of learning. My experiences of innovative ideas, effective communication, multitasking and other necessary areas like Customer services are all learnt from the processing of this module. The process of understanding the difference between the learning from the module and learning from the activities are reflected in the area of my understanding. The process of observation and the learning from the module help me to enhance my experiences and skills regarding the desired job roles. I would definitely be able to follow my dream of being a hotel Manager in the hospitality organisation. The process of executing the theory of learning is also related to the process of implementing theories and other models. The skills of academic and employability and their gradual development are related to the process of both traditional and activity based learning by following the method of observation and implementation (Wu, 2017). 
A range of topics are covered in the module and it has become helpful for the identification of my job role. Different kinds of skills and competencies are related to the terms of employability and recruitment. The process of developing the area of learning and Development from module to activity based learning is a long journey. The main difference is the removal of obscurity that becomes possible in the in class activities. I have been able to clear a range of doubts of myself. It is needless to say that the better understanding of the learning areas are found in the process of in class activities that cover all the necessary topics of Academics and employability. The continuous practices of writing and teamwork also help in the process of developing mutual criticism. It becomes helpful for the proper application of referencing, plagiarism and the area of academic writing that become helpful for the fulfilment of the skills and competencies of an applicant.
[bookmark: _Toc60735703]Application of the learning processing
The process and the idea of learning is done by going through the implementation of the model. The skills of employability are done by following a range of stages. I have observed that the learning processes necessary to be applied practically for understanding the difference between learning and understanding. The process of previous learning has helped in the conceptualization of academic and employability skills and competencies. The application of learning has helped me to understand my capacity for learning and applying. The in class activities are the reflection of the learning areas in the previous term and the activities are the application of the learning areas. I have gone through the activities thoroughly to apply my area of learning from the previous module in a professional manner and have been able to identify my learning areas through this processing.
On the contrary, I would also like to highlight the areas of adversities. I have found my drawbacks from the swot analysis and the process of implementing the learning areas have also reflected in the process of my application. The activities and learning areas have also so help me to figure out that I have problems in the process of multitasking. I need to be more proficient and confident while looking for the process of distributing the work. The idea of in class activities has really become helpful for the process of realising the concept of learning and my capacity of application. The disadvantages of myself are also found from the application of the learning process and I have become more cautious about the process of learning and implementation. The entire process is actually a journey that starts from the area of learning and the process is vehemently interrelated to the system of the continuous process of development (Rodríguez Cepeda, 2018).
After the completion of the team based activities and the continuous process of learning, all of the team members have got feedback from the peers. I have observed that most of my peers have highlighted the area of less confidence in my nature. I need to be more confident regarding my own decision and it will be helpful for the development of my skills and competencies of being a hospitality manager. The opportunity of Learning and Development from the module and the concept of the activities have impacted my skills and competencies of academic and employability properly.
[bookmark: _Toc60735704]Conclusion
The accumulation and the understanding of the learning areas of the module have become helpful for the development and escalation of the employability skills. The class activities have the capacity to develop the process of learning and development by focusing on the skills and competencies. The process of effective communication, innovation, the ability of doing multitasking and the process of customer services are related to the terms of employability skills for focusing on the area of acquiring a successful job role.


References
Bennett, R., 2018. Employers' demands for personal transferable skills in graduates: A content analysis of 1000 job advertisements and an associated empirical study. Journal of Vocational Education and training, 54(6), pp. 457-476.
Bradshaw, D., 2015. Transferable intellectual and personal skills. Oxford Review of Education, 11(3), pp. 201-216.
Di Gregorio, A., Maggioni, I., Mauri, C. & Mazzucchelli, A., 2019. Employability skills for future marketing professionals.. European management journal, 37(3), pp. 251-258.
DiMauro, N., 2018. Continuous professional development. The journal of continuing education, 31(2), pp. 59-62.
Flaherty, K. et al., 2019. Nintedanib in progressive fibrosing interstitial lung diseases.. New England Journal of Medicine, 381(18).
Harrison, R., 2017. Personal skills and transfer. London: Routledge.
Nabi, G. a. B. D., 2017. Graduates' perceptions of transferable personal skills and future career preparation in the UK. Education+Training, 41(6), pp. 184-193.
Rodríguez Cepeda, R., 2018. The learning models of kolb, honey and mumford: implications for science education. Sophia, 14(1), pp. 51-64.
Taylor, L., 2016. What is employability and what does it mean for you?. How to Develop Your Healthcare Career. A Guide to Employability and Professional Development, p. 1.
Thomas, G., Morgan, K. & Harris, K., 2016. Albert Bandura. Learning in Sports Coaching: Theory and Application.. s.l.:s.n.
Tuomainen, S., 2016. A blended learning approach to academic writing and presentation skills.. International Journal on Language, Literature and Culture in Education, 3(2), pp. 33-55.
Wu, J., 2017. The indirect relationship of media multitasking self-efficacy on learning performance within the personal learning environment. Implications from the mechanism of perceived attention problems and self-regulation strategies, Volume 106, pp. 56-72.





9

