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Reflective review on Employability skills (report)

Studying this module has enhanced my employability skills hugely in many ways. I can confidently say I’m a lot more prepared to go into employment and use these skills more than I could have done before. This module has not only shown me various employability skills but has allowed me to demonstrate these in various ways outside of work too. I’ve chosen five skills below that I feel this module has helped me develop multiple employability skills the most. 
Time management skills
This module has taught me that time management is essential in order to be successful in anything I want to do. I’ve learnt I need to prioritise what’s important and not to fall into procrastination, I work full time and I’m a full-time university student, as well as a full-time mom. I know I have two assignments that are due in December, I’ve made sure I’ve got on to it straight away rather than leave it to the last minute. I need to leave time to go over anything that needs correcting or adding. I work nights, so I need to make sure that I’m doing some of my workday by day. Even if its 200 words a day. I’ve learnt to be organised with my timing and with anything I need to complete any tasks or work required from me. Before I would leave things till the last minute, I’m used to rushing around last minute and just hoping for the best. I have so much more potential, and I know that my poor time management has held me back a lot. This module has helped me learn the importance of staying focused and how critical it can be to lose my focus even for a minute. In employment, time management is one of the most important things you need in order to be a successful employee. If my time management skills are no good, then the chances of me performing good at work or even keeping my job is very unlikely.

Presentation skills
Before learning this module, I had absolutely no clue about presentations. And if I did do one, I would have definitely failed the ‘death by PowerPoint’. I’m someone who loves to add a lot of information, so when doing presentations, I would have so much written I could bore someone to sleep. I’ve learnt how to layout a presentation and the importance of doing so, I’ve also learnt there’s different techniques you use to keep the audience’s attention instead of losing it. Like using one sentence per slide and no more than six objects. And I’ve learnt how to present a presentation and how to engage properly with my audience. This has also boosted my confidence to present on my own as I can get really shy talking in front of multiple people at once, especially if I’m not confident in the work I’ve done. And I’ve always had nerves just before presenting which made me feel really uncomfortable, socially awkward, and disappointed in myself. But allowing me to demonstrate this in front of the class and learning the importance of presenting correctly and getting majority of good feedback, has made me feel so happy and proud of myself. It has given me that confidence to go on to be able to present more presentations in the future. I know in the future when presenting, I know the five tips to prevent a death by power point. I know how to engage and present the presentation to my audience correctly. And mostly my communication skills are so much better as I know how to speak more clearly and professionally, so this is a very good look for me.



Team working skills
I’m used to doing everything on my own majority of the time, so working as a team is something new for me. I’m one of those people who like to think I can do everything on my own. I would struggle doing something on my own rather than ask for help or work as a team. And when in a team I wasn’t very useful as I wouldn’t really participate. Being given tasks on this module which required me being in a group has really helped me with my team working skills hugely. I’m able to share my ideas confidently with a group of people while also listening to group members ideas and taking them on board. Before I was the solo worker or when in a team id be the listener who would just go with the flow, rather than share my input. Now I’m able to get just as involved as anyone else in the team. This has also taught me to be very patient, as before I was quite impatient and ignorant to everyone’s different learning capabilities. For example, communication barriers, I would get really frustrated working with someone who has language barrier. Now I’m able to communicate very well and understand that everyone is on different levels of learning and understanding so you have to adjust to them and work together accordingly. I’m able to work well with people who don’t have great communication skills and struggle with the language barrier. I’ve also learnt how to help and lead a team which I feel is very important sometimes, as every team needs a captain and sometimes that captain has to be you. Most jobs carry out tasks which require teamwork and I’m confident that I will be a great team player and contribute to my teams work and efforts. I’m already using these skills at work now. I’m able to discuss with my teammates what is going on in my workplace and how to add things in place to make it a better environment to work in. When doing problem solving at work, teamwork becomes extremely handy, I’m able to work with my team and communicate with them to get to the solution of a problem. I don’t let their differences effect my behaviour as being a great team player. This module has made me more eager to be a part of and engage in more teamwork opportunities as this is also fun, I find it interesting seeing other people’s views and looking at things from their perspective. It’s good to give people a chance as you never know what a person can bring to your table.



Planning and Organisation skills
My planning and organisation skills before learning this module were appalling if I’m totally honest. I really struggled with being organised and I most certainly struggled with planning ahead. For me, this skill is similar to time management, apart from with planning and organising, it’s what determines whether you have the time to manage or not to begin with. It’s what happens before any time is put into place. Learning different skills and their uses in this module has shown me a planning is very important. I really did underestimate the power of planning. Without a plan in place, you can’t organise anything. I’ve learnt that putting plans in place makes things so much easier and it allows things to go smoothly. Organising is very important as it keeps a good structure. If there’s no structure, then everything will be all over the place. Not planning and organising previously made things so much more difficult for me. I would get really anxious as I had nothing in place to follow and nothing organised. Everything was just left for me to think on the spot. I began to learn about this skill while learning this module. When given a classroom task, I was able to plan and brainstorm my answers and ideas. I then organised it by structuring the order I was going to present it in. I felt so much more prepared and confident as I knew I had laid out everything which allowed me to present as smooth as butter. I understand din the workplace planning and organising is essential and so important. Especially with the type of work I do, which is supported living. I need to plan ahead and plan for many different outcomes like if a client tries to attack me, I need to plan what methods of training I will use. I need to organise the client’s medication and plan the times to give each client their dose. In the type of work I do, if planning and organisation skills are not implemented, one small fallback can cause a lot of damage and cost me my job. For example, if I didn’t plan and organise who has what medication and what time. I can easily fall into giving a client the wrong medication or even giving them medication to the wrong time. Which effects that client as they suffer with mental health issues, now if they started behaving really bad or if they had an allergic reaction this would be due to my lack of planning and organisation skills. Even something as simple as not having a pen and paper to record what time the clients took the medication is very important. You have to always plan and organise; this module has helped me do that by allowing me to think ahead and prepare for what’s coming ahead.


Note taking skills
One of the skills I enjoyed learning the most was note taking, I’ve always been a person who likes to take notes as I can struggle receiving a lot of information all at once. When I take notes its more so I can simplify the information being given to me, so when I reread it later, I understand as I’ve wrote it in a way for me to comprehend. One mistake I was doing was writing a whole essay and writing almost word for word all the information that I was receiving, so when I would come back to it at a later date, I would feel extremely lost, and I then start panicking and getting very frustrated. Now I’ve learnt how to take notes properly to give me that better understanding of what I’m learning. I’m aware that you have to spend as much time listening, instead of writing, so some things I can remember in the back of my mind the rest is written down. I’m able to lay my notes out neatly on paper, rather than looking at my notes and just seeing words on paper all over the place. Using colour is very helpful as it gives me a chance to organise the notes and work, I’m writing up. For a visual learner like me, colour is everything as I can understand my notes before reading, just by looking at the colours. I aim to get into detective work in the future and I know note taking is very important as you need to write the smallest and most important details down. When you’re messing with evidence you can’t afford to make any mistakes. I’m able to correctly take notes down while storing information in my mind. I know that if I need to look back at my notes it won’t be confusing as I have done it correctly. Which will allow me to carry out my work in the workplace smoothly.




Conclusion
I always knew having certain skills was needed as its important especially in the workplace, but I didn’t know the depth of how important it is. It’s so easy to make the smallest and most simple mistakes, yet these can have a big impact on interfering with your work or everyday tasks. This module has given me so much practice not only on learning new employability skills but also enhanced the current skills that I already have. I started this module, and I remembered a task we all had was to look at some jobs and see if we meet the requirements for the job. I can honestly say that there were many jobs that I wasn’t suitable for as I didn’t have the necessary skills needed. Now I can confidently say there’s so much more jobs I’d be suitable for, as I have the skills required. Getting a job can be very easy but keeping it is another story. In order to successfully carry out the work or task given to you, you need to understand the required employability skills, why it’s used and why it’s so important. And how you’re going to carry out that skill.



