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Academic Skills and Employability Skills 
Introduction 
One of the main purposes of our academic lessons is to prepare ourselves for the future and so the academic curriculum and courses are designed such a way that will help us understand about ourselves. We are introduced with some basic learnings such as how to make a self-development plan and also how to prepare a good essay writing and many others. All of these learnings intend to develop our knowledge levels and skills so that we can use this knowledge in improving our career. Academic learnings help us enriching not only our academic skills but also our employability skills (Baxter and Norman, 2011). 
I have learned many essential issues which I am going to share in my writings.  
Description 
The first thing I learned from the courses was personal and professional development. Here, I learned how to write a personal development plan where a student keeps track of her mid and long-term goals and also the activities, she needs to do to accomplish her goals. I learned the importance of higher education and how my learnings can help me in getting employment opportunities in my desired job. The following week my course instructors introduce us with the importance of the time management issue in both academic and future life. In every courses and group work, it is important to efficiently manage the time ignoring all the limitations. time management matrix can help a student in differentiating among urgent, not urgent, important and not important activities. Besides, making the best use of organizing resources was also part of my learnings. Achieving a good communication skill was another part as we worked on groups and thus, I could understand my lacking and strength. All of these were included in the course’s structure. Academic writing was one of the crucial parts of the course. Among the academic writings essay writings, paraphrasing, CV writing, report writing and summarising were noteworthy. In essay writing, we needed to focus on the given statement and must provide relevant information with good explanation. CV writings require of following of proper format and including of required information. One should submit a cover letter with CV. As report writing includes various section, our instructor described each section elaborately. In every course, I had to prepare a group or individual report and in job life report preparing will become a significant part. So, report writing is very important. Reflective writing is another interesting academic writing where students express their learnings and feelings (Murphy, 2009). I learned how to correctly use Harvard referencing styles for referencing the information. A user must know the author’s name, the publication’s name and name of the journal for proper referencing. Paraphrasing is another part which is helpful. In every academic writing, we need to be careful regarding the authentic information given, format and structure, grammar and spelling, referencing and citation. In every case, we are required to use different sources to find out authentic information. The correct usage of internet websites to collect the correct information is also a part of my academic learnings. Besides, group presentation was another form for the blessing of which I learned about how to effectively make PowerPoint slides. I was introduced with Some basic learnings on MS Office, MS PowerPoint, MS Excel. These applications will help me in my structuring my personal skills. 
Feelings 
Preparing a personal development plan seemed very unrealistic to me. Because I was not sure of my long-term goal and initially I found it absurd. As it was a course’s requirement, I had to prepare a personal development plan. The personal development plan is basically an action plan where I have to write down my future goal and activities I need to make done to reach my target. I found essay writing a bit easier than report writings. Report writing takes huge analysis and time whereas essay writing was a bit easier form of academic writing and report writing was completely new for me. Academic writings required good knowledge of grammar, spelling, and vocabulary. CV writing was probably the most interesting part for me. I saw a different format of CV writing on the internet. I choose a format that I liked and showed it to my teacher and my teacher corrected it where the correction needed. A cover letter is another important part when we are applying for the job and generally provided with a CV. We should prepare a general CV which we can use everywhere and sometimes we need to tailor the CV according to the job requirements. In every sphere of my academic activities, I could not complete my tasks on time. Especially in group tasks, I had a bad experience not to complete my presentation within the given time. I decided to work on it. While searching for information online, one of the biggest problems I faced was collecting the wrong information. It was really tough to identify authentic information. Some websites were misleading and filled with faulty information. One of the most interesting learning was PowerPoint slide making. I like to prepare slides. But it was not easy for me initially. It seemed one of the toughest tasks and especially in a group presentation ceremony. I used to notice others’ slide and take help from others who were good at making nice slides. While working with MS office another task I had to cautious of was paraphrasing. Paraphrasing requires huge attention and I find it not easy. So, I try to write on my own rather doing paraphrase.  
Evaluation 
Though I found preparing a personal development plan unnecessary, it was one of the most essential lessons of all academic learnings. As I had tom prepare my own personal development plan, I spent almost a week on it. I consulted with many of my relatives, teachers, friends, and seniors regarding my plan and how I could execute my plans, what I required to do, what skills I required to develop and how I should manage my time accordingly (Tasker, 2015). The experience was great indeed. Eventually, I have been able to make an action plan which is still guiding me towards my goal. After the initial action plan, I have improvised the plan many times. But I am thankful that I have been introduced with such essential elements. Initially, I felt hesitation in showing up my writing to the teacher as I felt I might make grammar mistakes. But, as everyone had to submit their writings, I got out of the feelings of being ashamed of my mistakes because my teacher was very cooperative. The good thing is I have become aware of the fact that I need to put attention in grammar and vocabulary and also the writing structure which will surely help me in my future. While writing a CV, we need to be very much careful in giving the correct information and especially in brief. The CV should not be filled with unnecessary information because it will distract the reader from the content and the reader may lose the interest (Pearce, 2007). So, it should be simple but should be submitted with a cover letter. Another important issue is time management. We have been taught different time management models and techniques. In every sphere of life, I will fail to keep pace with the world if I fail to manage time properly. One of my bad habits is procrastinating. I need to remove this bad habit. Being adapted to the PowerPoint presentation was challenging to me. In every presentation, I must prepare slides and I found it very tough but important. The good part was that I started developing my skills in PowerPoint by watching YouTube Videos. I have come to know about MS Excel, MS Office, MS PowerPoint for my academic purposes and all of these have a widespread impact in my job life. These will definitely make my works easier. 
Analysis 
As all of the topics I have gone through in my academic course have a great impact on my current life. The first thing I have discovered in me that I do not feel comfortable sharing my feelings with others. I have first come to realize about it when writing my personal development plan. I have come to know myself after doing all these academic courses. First of all, I need to develop my communication skills which are very important criteria in achieving my goal (Carron and Prapavessis, 2015). As I want to become an entrepreneur, I need to as many people as possible to spread out my idea. I have identified the gap between what I think and what I actually do.  I have realized that I need to hone my grammar skills while doing academic writings. Grammar and vocabulary are important elements in writing and speaking. I need to improve these. A well prepared and informative CV expressed the relevant information and must be simple. My first CV writing was disastrous. I asked for my teachers’ help for the preparation of a standard CV. Besides, I took help from YouTube videos and Google to prepare a good CV. Doing task on time is the pre-requirement in every working life.  As my dream is higher, I have to manage everything more perfectly. Using the correct information is mandatory otherwise all of my efforts will go in vain. In job life, such issues will become so crucial that one can lose his job for providing misleading and faulty information. So, learning the proper use of websites can save one from being fired off. In every project in both academic and employment life, I will have to use MS Office, MS Excel, and MS PowerPoint and other applications (Gubina, 2014). This course is certainly helping me in taking good preparing for my future. I have to develop my analyzing skills with proper logics. I am working on me so that I can reduce my learning gaps by taking proper care of myself and following a good action plan which will help me identify the gaps and work on those gaps. 
Action plan 
My target is to become an entrepreneur. Though I have not decided on the sector of my work yet, I would like to involve myself in innovative social works. So, I need to reach to the general public so that I can understand their feelings, desires, and problem. An entrepreneur comes with an innovative solution to existing problems and for this, she has to find out the problems and the probable solutions. By nature, I find myself an introvert person. So, it is not easy for me to talk to people. I have prepared my action plan such a way that has identified my lacking and strength. I need to improve my communication skills. In academic activities, I will have to perform group tasks where I got to work with different people with different mindsets. I have decided to make the best usage of group tasks to overcome my shyness. Besides, I have joined many clubs and organizations where I can build a sense of leadership skills, communication skills, innovative thinking, analyzing and evaluation skills (Remland, 2008). I have defined my short-term goals which I want to achieve throughout my academic life. To improve my grammar and vocabulary knowledge, I have decided to read novels and other articles from reliable sources to know new vocabularies and use them in my daily activities. I have allocated time for reading and practicing grammar in my action plan. I have allocated the required time for each section to avoid procrastination. To reach my desired goal, I will have to complete all my task within the allocated time. Enriching knowledge with current affairs and applying that knowledge in academic life is another target because such knowledge will help me in developing an idea for my business. To develop my PowerPoint presentation, I have decided to prepare slides on different issues watching YouTube videos and taking help from my teacher. For these, I have kept time for slide making practices. Apart from this, I have an interest in Photoshop and illustrator. So, I am trying to learn different effective things to enrich my learning and skills. 
 	 
Conclusion 
Among my academic learnings, I have come to learn many important things from this course that, I believe, must have an impact in my future. The most important thongs I have achieved in developing a notion of self-assessment which is helping me in every sphere of my life. I can make an action plan which I can follow to shape my thoughts about myself and to develop myself and my knowledge. Apart from these. I have come to know about my lacking and strength. Thus, I have realized what I should develop to reach my goal 
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