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[bookmark: _Toc88801682]Introduction 
Employability skills are important to be successful in the organization and help to propel and leverage to do well later on. Employability skills refer to the development of attributes that may help an individual to secure a respectable position in the organization (Gazier,2017). In this assignment, a structured debrief would be done on the various skills that would help me to identify the skills which are needed and how they reflect on me, which of my abilities have improved, what I have done smoothly, and where I have had challenges The skills identified are presentation skills which have to be developed and enhance, teamworking skills and time management skills. I will follow Gibbs’s reflective cycle for each of the skills which is the experiential learning to do the tasks (Adeaniet al.,2020). Each of the phases of this framework will be covered by me for each skill: description, feelings, evaluation, analysis, conclusion, and action plan. I will describe what I have learned from this Module, how the tasks that were done during this Module and my previous experience reflected on me and would help me for my further improvement in learning and in my work and life. 

1. Presentation skills
The presentation skills help the individual to transmit the message clearly and are an important method to transmit the messages to the audience in a coherent manner. It also means that the speaker must engage with the audience properly so that the message is indicated to the audience. Further, the speaker makes sure that the audience is engaged and also that the mindset of the listeners is clearly understood.
During this Module, our class group had many writing tasks activities, reading tasks, discussions, and at the end, we were asked to form a group of three and to prepare and present in front of the class a group presentation about time management case study. During this presentation, I was initially very shy and hesitant to do deliver in front of an audience. I was presenting the issue of “What is time management?”  in front of the teacher and my classmates for the first time and I was the first to present in my group. I was tongue-tied in the beginning. My body language became poor as I was shivering with fear. However, the lecturer was really helpful and understanding of my predicament. I think he understood that the nerves were getting the better of me and helped me, giving me the courage to start my presentation. However, I was still nervous and I was not fully able to structure the presentation as I intended to do during my practice earlier.
The feelings that I had during the presentation were that I was afraid and I was not being able to speak confidently in the beginning due to that. There was a fear of being judged by others. Moreover, at that time, I was feeling that I am not able to do the task as I thought I am not good enough and not be able to do the task well. The feelings that I had were of insecurity and that I would not be graded well in this course. I wanted to do well in this course as the certificate in higher skills would also help me to propel forward in my career as well. After the presentation got over, I evaluated the manner in which I could improve my presentation skills in the firm.
The evaluation of the presentation included the understanding that I need to upskill myself on the various aspects of presentation including rehearsing better. Further, I understood that the presentation slide-deck can be made more reader-friendly so that the points that are in the slide deck can be understood by the audience well.
The analysis I made is that there is a need to be more confident when presenting. Nervousness in a sense which is there is a natural response to the various situations that cause stress (Spieler and Miltenberger,2017). This helped me to be more accepting and understand myself better. Furthermore, the feedback from our lecturer (Appendix 2) was very good and helped me to realize how important is to be more confident in my next presentations.
In hindsight, I think there is a need to be more systematic in the work and to use various tools to improve my presentational skills. 
As an action plan, I would involve myself in numerous speaking assignments where I would be the lead speaker. It is required for me to have more practice. When I practice more and take part in speaking assignments, I would learn how to deliver the tasks without being underconfident and presenting as per the structure. I will have completed this by six months from now. 
2. Teamworking skill
Teamwork is the process and method whereby team members collaborate and work together towards the achievement of the goal in the organization (Bell et al.,2018). Teamwork skills are important since it helps to bring in all new ideas to the system. It also helps to solve problems in an organization and makes team members supportive (Schmutz,2018). Furthermore, it builds up the confidence and morale of the team and helps to achieve the goals of the organization. 
While doing our first group-related task which was a presentation on PowerPoint, there was difficulty. We formed a group of three people and at first and we did not know each other. There was chaos due to the reason as initially there was a failure to understand the group dynamics. The cooperation between our team was a huge risk. Further, there was an issue with understanding the different times of the people where they would be free to perform the tasks well. We arranged our group meetings where we discussed any specific agenda. Moreover, in our group were roles assigned like that of the leader who facilitates the meeting or the one who takes the minutes of the meeting so that the work done is not repeated.
At the beginning of the task, my feelings were that of frustration and stress that due to misunderstanding that the work was not being understood correctly. After the task was given, our team knew each other and we understood that all of us were determined, responsible, and had willing to learn. Due to this, there was not any misunderstanding of the tasks and we did it in the best possible way as it was our first presentation together as a group.
At that, I had felt that when a team is good, the power is with you and we were able to understand well. In the hindsight, I feel that I could have played a more proactive role in engaging the team members and maybe next time to be a team leader. I could have also made sure to use virtual meeting tools which would have helped team members to meet.
When doing my analyses, I realized that we successfully used Tuck's four stages of team development in our group. It included the stages of forming, storming, norming as well as performing (Jones, 2019). We had an introduction in the forming stage so that we as the team members know each other well. Further storming was done which helped to develop clarity of the roles as well. In the norming stage, there was a common time which was easier for other members to come together and work. Next, there was an application of the performing stage which helped in the completion of the tasks.
Furthermore, there are meeting skills as well which would help in the meeting. Different roles can be allotted to each of the members which include a leader, observer, timekeeper as well which would help to facilitate the meeting as soon as possible (Marvel,2017). The earlier minutes of the meeting would be recalled which would help in the completion of the task. We did all that above in our teamwork.
I realized that in a team various factors are needed to perform well. A good team helps the team to increase productivity and motivation. Good teamwork helps to increase morale as well. Overall, when tasks were divided into various stages, there would have been increased reliability as well. It will help them in the commitment to do well too.
As an action plan, I would continue to use Tuckman's stages of team development to better handle group responsibilities. Tools such as Microsoft teams as well would be used to do the tasks well. I will apply it when working on the next task.
3. [bookmark: _Toc88801679]Time management skills
Time management skills are essential since it helps one to do and perform the tasks. It helps to increase my productivity myself and then in a firm, help to achieve the objectives of the organization as well (Ertug and Faydili,2018). It further helps in the achievement of the plans and skills. It also further helps to prioritize the tasks according to the submission dates and helps to do the tasks well. It also improves the performance produces a better quality of work as well. Further, this skill is important to succeed well in a career or in a school and become more efficient.
When I was doing one of my projects at work this year, I faced issues in time management during the time of submission as I was involved in a lot of other activities. The due date of submission was in five days, I did not start the project till the day before submission. There was a misplacement of priorities on my end while doing the task. I did the task allotted on the last day and I knew that I could have done better work out of it if there was better time management done from my end.
The feelings of distress accompanied when I understood that time was running short of submitting my project on time. Further, I felt ill-prepared and under-confident that I may not be able to submit the project on time which created greater anxiety within me.
I was under constant anxiety and stress to do the job which has led to the lowering of confidence as well. Furthermore, I was in a negative state of mind that I would not be able to perform the project well in which I was assigned.
After starting to learn about time management skills in this module I understood my problems in managing time. There was an issue of meeting the task deadlines as well since I was procrastinating to do the tasks with good quality, however, I was failing even to start the task well. There is a theory I think would have helped me in the task well. This was Pareto's principle. Pareto’s principle is the principle of time management where 80 % of the work is done from 20 % of efforts (Tanabe, 2018). Therefore, it would have been better than the team members knew the productive times of each other so that maximum work could be completed in that limited range of time. Awareness of this principle would have helped in managing the time in a better manner.
Another method I learned and could be applied to the development of time management skills includes the use of the 4D time management model. It includes the focus towards the distribution or categorization of the tasks like what is required to be done, delegated, dumped, and delayed for completion of the tasks on a priority basis and on time. 
In hindsight, I would have developed better methods of managing my time by following the technique of Pareto's Principle and the 4 D’s of Time management which would help in the management of time in school and at work. 
The action plan includes managing a time that would be helped using tools like 4D time management model as well as an awareness of  Pareto's principle while doing group-related tasks, personal assignments, a future project at work.
4. Conclusion
In conclusion, employability skills are essential, important knowledge and when you know how to apply them you will be much more successful in learning, career, and life. Further, there has been a discussion on the three employability skills that have been concerning for me to develop and enhance further. The three skills include presentation skills, team working skills, and time management skills. A reflective model that is used is Gibbs Reflective to analyze the issues regarding the skills. By analyzing this reflective framework, I feel that now I can easily analyze and solve a problem. When doing my presentation, I understood that I need to be more confident in presenting my task and more systematic in the work, to use various tools to improve my presentational skills. I realized that good teamwork helps the team to increase productivity and motivation and morale as well. In time management, I also had issues that I have faced and through this module, I found the tools, 4D strategy, and Pareto's Principle, that would help to overcome them in the future. The knowledge gained through this Academic and Employability Skills Module prepares me for my future modules, work, and life. As a next step, I will continue to develop and improve my knowledge and skills. 











References
Adeani, I.S., Febriani, R.B. and Syafryadin, S. (2020) 'USING GIBBS’REFLECTIVE CYCLE IN MAKING REFLECTIONS OF LITERARY ANALYSIS‘, Indonesian EFL Journal, 6(2), pp.139-148.
Bell, S.T., Brown, S.G., Colaneri, A. and Outland, N. (2018) 'Team composition and the ABCs of teamwork‘, American Psychologist, 73(4), p.349.
Ertug, N. and Faydali, S. (2018) 'Investigating the relationship between self-directed learning readiness and time management skills in Turkish undergraduate nursing students‘, Nursing education perspectives, 39(2), pp. E2-E5.
Gazier, B. (2017) Employability—The complexity of a policy notion. Employability: From theory to practice, pp.3-24.
Jones, D. (2019) 'The Tuckman’s Model Implementation, Effect, and Analysis & the New Development of Jones LSI Model on a Small Group‘, Journal of Management, 6(4), pp.23-28.
Marvel, M.K. (2017) 'Teaching family meeting skills makes a difference‘, Family medicine, 49(9), pp.734-735.
Schmutz, J.B., Meier, L.L. and Manser, T. (2019) 'How effective is teamwork really? The relationship between teamwork and performance in healthcare teams: a systematic review and meta-analysis‘, BMJ Open, 9(9), p.e028280.
Spieler, C. and Miltenberger, R. (2017) 'Using awareness training to decrease nervous habits during public speaking‘, Journal of Applied Behaviour Analysis, 50(1), pp.38-47.
Tanabe, K. (2018) 'Pareto’s 80/20 rule and the Gaussian distribution‘, Physica A: Statistical Mechanics and its Applications, 510, pp.635-640.








Appendices  
Appendix 1: Feedback from Task 1

Feedback:
· Very good academic style of writing
· Include citations in the introduction and the covid 19 pandemic
· Use more paragraphs whilst describing cons for students and teachers separately
· Include an evaluation of the personal experience of traditional and or blended learning before the recommendations
· Any success story of blended learning from the literature could be included
Recommendations could be more concise



















Appendix 2: Feedback from Presentation
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