COVER SHEET 

	Student name:
	BLAJ Ciprian  
	Student ID number:
	2027775

	Programme:


	Certificate in Higher Education Skills for the Workplace and Health and Social Care

	Module:
	Academic and Employability Skills

	Module code:
	BMSW 4001


	
	

	Lecturer:


	 
	Module Coordinator 
	Giridhar Katti

	Assignment Title:
	Reflective review on

Employability skills – task 2 (report)
	
	

	Submission deadline:
	06.12.2021

	Word count
	2193



Table of Content 

1.  Introduction Academic and Employability skills – task 2 


page 03
2. Time Management skills 







page 04 

3. Presentations Skills 







page 06

4. Team working skills 







page 08

5. Conclusion 








page 09

6. References 








page 10

1.  Introduction Academic and Employability skills – task 2 
This paper is a reflective report about the how this module helped me improve or gain some employability skills. A reflective report is an essay that contains one’s experience on a subject, in this case my opinion and unlike the other essay this paper must be done on a first-person basis. A reflective report allows me to highlight my own experiences and viewpoints and needs to have a good level of critical analysis. Critical analysis is referred to a thorough examination and evaluation of my skills and it is a subjective writing. 
In this essay I will write a reflective report about my development as a person due to this class and about the skills I have improved: time management skills, presentations skills and team working skill. 
To be able to create a good reflective report I need to be: 

· Critical 

· Thorough 

· Say what I think and mean even if I am right or wrong

· Analyse the outcome and suggest potential improvements. 

The skills that I will analyse are part of the employability skills that will help me in the future. Employability skills are the core skills needed in every job. To have success in any field and any job and to fulfil my dream I need to learn, to improve and in the end to master some of the skills and why not, all of them. 
2. Time Management skills 
According to Cambridge dictionary, time management is the ability of using the time available in a useful and effective manner. 
Before starting this course, I never thought that time management was a skill. I was completing my tasks as best I could, and I never thought to do things differently. This course helped me to have a different perspective upon using my time and also taught me how to be able to manage my time in order to be able to achieve more goals and have a better use of my day. 
I have learned that the management of time is very effective and if done properly it can help me to:

· Relief the stress by making and following a to-do list. Also, this list is allowing me to see where I made progress, or I am slacking.

· Have more time – a proper time management allows me to gain extra time for other activities, new or already on my to-do list 

· More opportunities because I have less time to waste.

· Increase my ability to achieve goals.

The time management is not easy to achieve because the tasks have, in my opinion, the same importance but I have learned to separate them, prioritize and evaluate them in order to have a better view of the “day ahead”

I have learned that to effectively use the time management I need to set the goals correctly and for this I learned to use the SMART method and to divide the goals in – Specific, Measurable, Attainable, Relevant and Timely.

The most important tips that I have learned about time management are:

· Set the goals correctly – using SMART method 

· Prioritize the goals – important and urgent ; important but not urgent ; urgent but not important and neither urgent nor important.

· Set a time frame for each task 

· Have breaks between tasks 

· To organise myself 

· Delete the non-essential tasks 

· Plan ahead.

I have to admit that I found very interesting all the information I have learned about time management and it helped me achieve more goals when I started to put in practice the things I have learned and I was even more thrilled to find out that there are certain techniques to use in order to achieve a better time management and I think that the 4 D’s is the method that suits me the best.
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Figure 1. Time management tips (source Corporate Finance Institute 2021)
Time management techniques are:

1. Pomodoro technique – invented in 1980’s by Francesco Cirillo, refers to doing your work in 25 minutes intervals with 5 minutes break between intervals 

2. The Eisenhower Matrix – it is a matrix that allows me to prioritize the tasks 
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Figure 2. The Eisenhower Matrix (Source Next Level Gents 2021)
3. Time blocking – dividing the day / week into blocks of time to which I am allocating a task 

4. Deep work – invented by Cal Newport and according to Newport “deep work is the skill to work on a task without any distraction

5. Kanban – a Japanese time management method refers to the ability to use the exact amount of work at the right time.

6. The 4 D’s of time management – the D is coming from: drop, delay delegate and do 

a. If the task is not a must, then – DROP 

b. If I don’t need to do it today – DELAY 

c. If I can ask someone else to do it – DELEGATE 

d. Rest of the task means the I have TO DO them 

I am very content that I have learned this skill and I will to my best to improve and master it because I saw how good is to be able to manage the time properly and be able to achieve more and feel more confident in myself. I am sure that this skill will help me in the future not only in the field that I will be working but also in my personal life. Prioritizing and managing the short term and long-term tasks is very important because the day has only 24 hours, the week 7 days and my time is limited and as many things I can accomplish will increase my self-esteem.

3. Presentations Skills 
Presentation skills are the abilities to present compelling, engaging, informative, transformative, educational, enlightening information. The presentation skills are referred to speaking, voice, body language, how to present the information, keeping the audience active.
I must admit that I had no idea how to present a project to an audience and this course helped me develop my knowledge about presentation, audience, how to talk, how to move and basically how to present a project to obtain the most from my audience. 

I thought that presentation was just to talk in front of an audience, to tell them about my project and that was it. BUT, I was wrong. 

Presentation skills that I learned were very helpful because in the beginning, I was just a guy presenting an assignment while other colleagues were doing anything else but listen and that was all my fault because I couldn’t keep them focused. 

Presentation in front of an audience is not easy and is not related just to talking and it involves much more. As I learned during the class and after some research on internet, I realised that the presentation skills are related to: tone of voice, body language (face and hands), posture of the body, where to stay during the presentation, delivering the information. 

After doing some research on internet, I have learned that even if there are several types of presentations (persuasive, instructional, informative or inspirational) there are some steps that need to be followed in order to achieve most of the presentation:

· Thorough preparation of the information that needs to be delivered. When I was aware of the content, and I was fully prepared it was much easier to present the project.

· Practice, practice, and more practice. Rehearsal of the presentation in front of a mirror was the key to achieve a good posture and to see how to use my body language.

· Body language. I have learned that it is very important to keep eye contact at all time with the audience, use my arms properly when presenting and use facial expressions in certain contexts.

· How to keep my body during presentation – straight as firm as possible.

· Where to be positioned during presentation – not to cover the presentation, not moving the weight of the body from one leg to another and NEVER turn my back to the audience.

· How to use my voice – firm tone, pauses when needed and using different tones. 

· Do not use fillers and elocutions – Never to use: Ah, Oh, Er, Umm, Like, Ok, You know, Right then. 

· Using the available space when doing the presentation – moving among people 

· Be concise and avoid using the jargon.

· Knowing the audience – is very important because it helps me prepare the presentation to keep them focused.

· Mandatory to leave room at least few minutes at the end of the presentation for Q&A session (questions and answers) related to the presentation.

I have learned that there are a lot of factors that need to be taken into consideration when doing a presentation and I am happy that I learned these because presentations are part of our daily life at work and even in the personal life. If you want a loan you need to make a presentation for your business and you need to have the right set of skills in order to have a successful presentation otherwise the business plan is doomed from the beginning. 

At work, the presentation skills are more and more used in any field, either to present the plan for the week, or to present a project that was assigned or even to present an issue and ask the audience for solutions. 

I am aware that I barely scratched the surface of this skill but also in know that in the future I will try and succeed to develop more this set of skills because I am aware that are highly important in the field that I want to work. 

In order to develop more this skills I will research more and probably I will attend some seminars, meetings or presentations led by other people much more experienced than me to be able to observe and learn. 

As, I said, the presentation skills are easy to remember and be aware of but to perfect them I need to PRACTICE, PRACTICE and PRACTICE EVEN MORE because even if I have a good material if I cannot “sell it” to the audience that it is useless. 

4. Team working skills 
I admit that it is not the first time while I was part of a team but this time was different because I realized that teamwork skills is not about being part of a team, but it is related to the ability to work as part of a team with your teammates.

Team working is essential because for the job I am after, as manager, I will have to work and lead a team and I had to learn about the team working abilities to develop myself. 

This topic is very well discussed and there is a lot of information on the internet that helped me realize that the most important skills are: 

· Communication – the ability to pass the information in a clear and efficient way to my teammates. 

· Responsibility 

· Honesty – always be honest and transparent at work in order for the teammates to have confidence in me and respect me.

· To listen to all my teammates 

· To feel for their problems and help them when I can 

· Awareness for all the team members, how they are, what makes them perform better, etc.

I want to become a successful manager and for this reason I need to improve my team working skills. The ones I presented above are just a small part of the skills that I need to achieve my goal. I am aware that I need to improve on those skills but also, I am aware that I need to learn more about people, their culture because nowadays the companies have employees from different countries, and this means that they have different cultures. A good manager needs to master this skill to keep the team working at its best and to be able to produce the expected results. 

I have a long way ahead of me but I am confident that I will manage master the skills I need and improve the knowledge I gained during this course.
5. Conclusion 
This course opened my eyes about the employability skills, and I realized that is not enough to send the CV to a company and they will hire you. IF I am not able to offer to the company the skills they require, I will be another CV on the bottom of a drawer. 
I learnt that to be competitive in any field I need to have the proper set of skills. Now I am aware of what they are and also, I am aware that I have a long way in order to reach my goal but I am young and I am willing to improve my skills. 

It will be a bumpy road with ups and downs, but in the end, I am confident that I have the capacity to achieve my goal. Nobody is hiring newly graduate in a top management position because we lack the field experience. I might be good in theory, but my practical experience is almost zero. I know that I have to work my way up but doing this I will be able to achieve in time the skills needed and it is up to me if this time is short or long. 
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