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INTRODUCTION 

The purpose of this report is to reflect on some employability and academic skills which I have and also need to improve.  I will analyze these skills from the perspective of an employee trying to recruit.

SKILLS I HAVE DEVELOPED:

I have learnt a lot about team working and this has helped me to be successful in our group presentation. I also understand how the group can behave effectively working together with each other as a team, how to face a challenges, communicate with each other, problem solving, learning how to adapt to each other’s behavior and dynamics of the group, dealing with individual strengths and weaknesses and understanding my role better working within the team. I have learn how to build trust in my colleagues to deliver what they promise, their willingness to help each other to create a successful presentation. 

I have learned communication skills in problem solving skills by using the knowledge I have with my team work in school for our presentation, which have helped us to make better decisions in an analytical and creative approach. I learned key skills such as verbal communication, listening, patience, respect, sensitivity, showing empathy, compassion, and being able to understanding in a professional, reliable, responsible, yet flexible approach. On the other hand I learnt a lot of good interpersonal skills communicating with my colleagues, on our presentation and understanding the procedures in running the business side working together as a team.

I have learned that Self Management *(https://asparker.com/blog/2014/04/10-tips-for-managing-yourself-self-leadership/skills) are important to help me manage my tasks more effectively; by being motivated, taking initiative, being organised, being responsibility and accountable for my actions. I take pride in my work and want to do well and get the best possible results by being organised, with the ability to prioritise and complete the task. Time management is important to delegate time in study and thinking about the topic for my assessment before the deadline, that will give me more time to relax, I find it easier to begin assessment and have time to go through the work.

What I have learned about Technology Skills has been mainly by working with computers, which has helped me to preform specific tasks needed to gain knowledge needed to do research for my school work on my assessments. It has helped my Communication skills and Research skills by using online source material and find information from the internet.  I use my PC to do my work, manage information, transactions, solving problems as well as link references to my assignments. Technology has made knowledge easily accessible and is invaluable to help perform specialised tasks.

I have learned that Note Taking Skills is an important and effective means of keeping a record when I am doing research from my text books, online or during a lecture, as a way of retaining key points to help summarise what I’ve just read or understood. Writing down information helps me to concentrate, improve my focus, boosts my comprehension so I can remember by prioritising, as well as improving my organizational skills and increasing my creativity through thinking.  I keep notes in my own words and sentences to help me write something sensible for my school work. This way of recording information by taking notes is helpful because it records the essence of the information and saves a lot of time when I have to write the final assignment.

CV skills are crucial for anyone entering the business world. I’ve learned to write my own CV when it comes to job applications or job interview in a workplace it is important to tailor it to the job application.  I have learned firstly how to identify the right personal details that I should include as well as a personal statement; secondly, what to include in the skills section, like qualifications, mention former jobs, volunteering, hobbies and keeping my CV up to date. I also learnt the top skills an employer is looking for when looking at a prospective employee CV, they like a positive attitude, good communication skills, effective teamwork, self-management, the willingness to learn, problem solving, decision making and a team player.

I have learn Presentation Skills by doing our team work assignment on “How to open a Business” I do not feel nervous about the question that might asked after the presentation, and I can give a clear introduction and talk about the facts with a clear summary to the content of the presentation.  I make sure to keep it clear, concise and brief, which gives me confidence before I start, so I do not let nerves affect my delivery during my presentation.

I have learned to use Research Skills during my studies that have helped me to understand my subjects better. I use my Research Skills to help me find information on the internet, find resources for writing reports, to help me analyse lots of different information, to formulate conclusions, to stimulate critical thinking on my subjects, update my technical skills and keep on top of planning and scheduling. I find that using research helps me to give attention to details and statistics as a good source of information.

I have learned about Studying Skills by firstly getting organised to help effective study. Secondly, I have worked on managing my time to study to reduce stress and anxiety. I am working on developing my reading skills to better understand opinions and put ideas into research. I find lots of different information on the internet and in books, so note taking is critical to study. Research and time management skills are key to practical study. These are the skills that will help me to improve my employability and also help me to improve my knowledge of the world in which we work.
 
I have learned about my Critical Thinking skills from evaluating analytically my own arguments in my team. Critical Thinking helps me to identify a situation or problem, as well as factors that may influence it, research in seeking information, logical reasoning, predicting and transforming knowledge through analyse based on evidence I can create a positive outcome. Like when working in a team, information provided by communication with a colleague when presented with information that doesn’t make any sense because it’s not supported by fact, this can create problems within the team, and my knowledge helps me to find new solutions to solve the problems.

The Skills I still need improvement on are mainly in Problem Solving, Essay/Writing, Communication, Critical Thinking, Decision Making, Presentation, Verbal, Researching, Referencing, Effective Speaking, CV and Technology Skills,  

I am continuing to improve on my IT Skills to help in my academic studies and my presentations by continually updating my knowledge in using the computer.  I want to use the lecture time more effectively to improve my understanding of the material, which will be helped by improving my note taking. I feel my verbal communication skills are not as good as I would like them to be, so I am striving to improve my communication skills by talking to others in the team, strangers and tutors to help build my confidence. It is very important for me to be able to communicate in a clear and confident manner. I am making the effort to work with others to better develop my critical and analytical thinking, which will help my decision making skills. I am working on improving my CV from all that I have learnt the last 2 semesters as it is important for finding future employment and work opportunities.


But there is always room for improvement on other skills such as Listening, Time Management, Motivation, Planning, Scheduling, Self Confidence, Team Player, Strong Work Ethic, Positive Attitude, Flexibility, Initiative, Organization, Reading and Leadership skills, amongst many others I am learning to identify like Revision and Exam skills.


CONCLUSION:

This report has helped me reflect on what I have learnt and is helpful because I can remember the things I have learnt better. In the past, I have felt nervous about how I communicate with people. I have since learnt more about communication skills through this course; from my friends in school, by interacting with them more effectively, sharing and discussing ideas to help formulate a new direction with goals towards a final conclusion in how to effectively be more employable. I have built good relationships with other students and lecturers, studying and discussing topics together that we think are important. I have observed It is important not to react emotionally, to project oneself as a confident motivated individual, to communicate effectively without speaking too loudly, also talk to people who may not understand the topics in an informative and constructive manner without being condescending.  I’ve learnt that balance in communicating is required, knowing your subject of expertise and being able to talk about it is key, but in some situations listening can be more important than talking. There is a fine line in the art of negotiation and learning to master the art of communication is paramount to a successful career.

These skills will help me to excel in the workplace and can help me identify my potential while using my time effectively.  I can discuss any issues with my team, while giving them the chance to say whether they agree or disagree with my particular point of view and abilities to think about how the team with develop the concept  I can ask my friend to give me critical feedback,  I have developed the ability to speak more confidently, to see myself in different kinds of relationships with my current team members. I see now how I have changed my behaviour and I am motivated in redeveloping my employability skills.  I currently am learning new skills that are needed by employers and businesses when I finish my university degree .
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