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1. Introduction 

In the first place, after I received my feedback from my lecturer for the first assignment, I changed the introduction, I had included my personal experience of the blended learning methods and a summary at the end of it. My feedback for the assignment 1 was good, my lecturer said that I made a goon analysis.
In the second and final task, the employability skills of time management, digital, team working and written communication have been explored with the associated tools and process of development of these skills presenting the Personal Development Plan.

2. Time management skill 


Time management skills denote the potency of a person to regulate his/her time in the workplace between particular tasks. However, for employability, learning time management skills is an important aspect to resolve the time as efficiently as possible to meet the project deadline (Doyle, 2019). 4D time management is a useful and popular tool to learn time management precisely. The 4D stands for the productivity of four Ds therefore the Ds refer to the Delay, Do, Delete and Delegate. The 4D tool teaches the learners to make precise decisions quickly in a professional working environment as an important employability skill. However, it helps the decision-making process much easier to distribute the resources and to increase productivity in a professional place. I have learned to manage my time in my academics with 4D tools focusing on the enhancement of my time management skill. (taggl.track.com, 2021) However, I have learned the way to get rid of the unnecessary stuff for personal and professional aspects. For example, the delete aspect of 4D has helped me to learn the importance of rejecting the unnecessary personal things that are the potential to waste my time and keeping me away from the necessary projects and assignments within the deadline. 
Therefore, now it has given me the necessary knowledge to control my needs and manage accordingly to the time in the professional field. More importantly, the 4D tool has taught me that when I have the proper time to do a class assignment, I need to do that task only. I have learned about time management skills that I don't have to finish and submit every assignment right away. Therefore, delaying the less important tasks has taught me the skills to manage the time for important tasks in professional life. I have accessed the blended learning techniques in my academic session. However, blended learning as an online base process had the privilege to access assignments whenever I want and wherever I want, though I got help managing my assignment time from blended learning as well. In such a way my academic years have helped me to learn about the time management employability skills for my professional life. 

3. Digital skill

The employability aspect of digital skills is those skills that help a person to find, appraise, and elaborate content through digital devices. In other words, digital skills can be defined as the range of ability to manage digital devices for work purposes (En.unesco.org, 2018). I have experienced blended learning during my higher education academics and therefore my digital skills have improved subsequently. Blended learning refers to the online-based learning methods therefore I had to learn and enhance my digital skills much sharper to search and access the internet for better academic materials. However, it is very much practical that without the necessary digital skills I would not be able to take advantage of the blended learning and also would not be able to manage my technical projects in the workplace as well. Significantly the classroom digital and IT assignments also have helped me reach the limits of my digital skills much higher. However, I had used Google Digital Garage as the prior tool to enhance my digital skills. Significantly Google Digital Garage is an online free skill development training platform that helps people to enhance their digital skills (Ramirez, 2020). 
The Google Digital Garage has helped me a lot in perspective of digital skills improvements. However, I have the privilege to brush up on my basic IT-related skills in Google Digital Garage modules. Therefore, later on, I have used those skills at a more advanced level in the workplace to solve critical project problems. Eventually, if there were no such tools as Google Digital Garage the ways of my digital skills learning might get stuck in the basic stage and I would not be able to compile my ability in the professional field as well. Therefore, my digital skills had improved only because I had the privilege of blended learning and classroom learning in higher education. 

4. Team working skill 


To achieve success in any workplace teamwork is the key aspect. Teamwork is one of the key skills for employability and a person can achieve that by regularly practicing tasks with a bunch of co-workers (In.indeed.com, 2021). Efficiently, I can elaborate that the combination of soft skills is called teamwork that helps the students and professionals to get a common goal. In my academics, I have learned the major importance of teamwork skills doing the assignments and class projects with my classmates and project partners. For example, with the help of blended learning, we had to do the projects online and we had to coordinate with other students online and do the necessary parts accordingly. Same as the classroom projects where we had the privilege to connect each other face to face to complete the tasks and conduct the project presentations accordingly. The academic teamwork lessons for assignments have helped me a lot to gather the necessary information about this skill to pursue in my professional field as well. In the professional field, we have an important project management tool, such as Trello for advancing teamwork. Trello is an application for participation management that helps to monitor the progress of each partner of a project (Finnegan, 2021). Trello has helped our project by tracking each step of progression that was done by our project members. Therefore, it is very helpful to keep the teamwork on a single track with the proper notification of what every partner is doing. Therefore, when I was stuck in one point of any project task my other colleagues could help me right away. We did not need to make the other project workers remember the deadline as the application tracked the date. Therefore, Trello can be the perfect example to support the employability skills of team working. With the help of classroom learning, blended learning, and teamwork applications I was affluently benefitted to learn and develop my team working skills for employability.

5. Written Communication skill 

Written communication skills for employability are the skills that help people to present their views through writing (In.indeed.com, 2021). The written communication skills need proper grammar and professional world knowledge to elaborate the professional communication. In my academic session, I have learned the proper way of communication skills to expand the opportunities in my professional career of delivering for business purposes. During my classroom learning, I had to produce so many essays, reports, and project documentation with my project partners. Therefore, we had to communicate with our project guides and teachers through written communication methods. Eventually, the important tools that I have used to enhance my skill of writing are Grammarly and the Readability Test. In my academic's, blended learning was the prior option for higher education assignments therefore I could effectively use those tools to enhance my writing skills and be error-free. Grammarly is an automated writing correctional assistance tool for checking writing errors, grammar and it also helps to amplify the vocabulary skills of the writer (Doyle, 2020). However, the Readability Test tool has helped me to get the readability point of my writing. It has enhanced my writing’s readability to 65% to 70%. Those tools have helped me to write professional writings like emails, reports, letters in a proper manner. I am very much influenced by those tools for my improvements in writing in higher education as well as in my professional sector. However, because of blended learning online assignments and projects I was able to get introduced to those writing skill-enhancing tools. Those skills have also helped me to get confidence for any proposals and formal letters for my academic and professional needs. Significantly the traditional classroom learning and blended learning in higher education have helped me to amplify my written communication skills for employability.

6. Personal Development Plan (PDP) of employability skills  

	What are my major goals of mine?
	Which can be done initially?
	When am I going to fulfil my goals?
	What are the hurdles to achieving my goals?
	How can I improve myself to achieve these goals?
	What support do I have for achieving the goals?

	To improve time management skill
	I will remove all the unnecessary personal aspects and time-wasting possibilities that can affect my project time.
I will not make delays in important tasks and let those pile up further. Also, I will try to meet the deadline of the projects in my professional field.

	I want to fulfil my goals at the initial stage of my professional life.
	The personal need for certain things like reading novels, watching movies, or getting diverted into another project in the workplace, and so on can appear as hurdles for achieving the improvements of my time management skills.
Chit-chatting with colleagues can also become harder for time management skills.

	I should always keep the focus on the deadline of the projects to finish and submit them within the mentioned time. 
I should make personal schedule management to maintain each task of a project at a particular time.
	I should always count on my academic teacher to get prior advice for the future of my professional life.
I should also knock on friends who are in the same professional field.

	To develop team working skills
	I can be a good team player for my organisation in the first place and later on, I can become a team leader to guide my team with proper teamwork.
	At the initial stage of my professional projects, I would like to show the proper team working skills that I have learned in my academics.
	Less cooperation from other teammates or colleagues can become one of the major challenges to achieving teamwork skills.
If I need to handle multiple projects at a time then providing 100% focus can be difficult at that time and this can affect my team working skills.
	I have to keep my mind perfectly on all my professional tasks and I have to provide my total support towards my colleagues and listen to them carefully to get the proper outcome of the project. 
	In multiple project scenarios, I can get help from my colleagues to provide the extra necessary support.
I can take the help of blended learning techniques to learn more about team working skills for employability to achieve higher success.

	To enhance the digital skills
	In the initial stage, I have to enhance the basic technical knowledge skills for search and communication purposes. However later on I will focus on advanced skills.
	I would like to fulfil my aim on digital skills as early as possible in my professional career. 
	Advanced digital skills development comes with more advanced and costly tools and platforms. Therefore the cost of the subscriptions of those tools and membership of prior scholarly libraries can become obstacles for me.
	I can practice my digital skills very often and increase time to access digital devices to improve myself to achieve this.
	I can always take the help of online scholarly libraries to learn more about digital skills. Eventually, I can discuss with my partners at the workplace.

	To enrich my written communication skills
	Basic vocabulary skills and proper grammar knowledge are the initial part of the written communication skills that initially improves writing standard.
	I would have tried to overcome my writing errors at the initial terms of my academic years. I hope later on I will not have to face any obstacle in my professional life.
	Maintaining the proper tense in writing and writing complex sentences correctly can be the main hurdle for me to overcome. 
In the professional field maintaining the proper professional vocabulary will be one of the major hurdles for me.
	To make improvements for the later stages of professional life I will be going to use Grammarly and Readability Test tools to enhance my writing skills.
	I will take advice from my academic teachers to improve my writing skills. 
However, blended learning is there every time to guide me everywhere to gather knowledge about writing communication skill improvements.



7. Conclusion
 
As a conclusion during the courses that we made, I manage to develop the fallowing skills: time management skill, digital skill, team working skill and the written communication skill.
Each of the skills have been evaluated with the associated tools.
Finally, the PDP has become very significant to make the employability skills more enhanced and set goals for further achievements.
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