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1. [bookmark: _Toc534403256]Introduction
Employment is getting competitive day by days. With the wider innovation of information technology, the requirement of human resource is decreasing. As result, employees need more employability skills and competencies for the challenging world. The major employability skills are communication, teamwork, decision making, ability to work under a tight schedule, ability to take challenges, and specialized skills on information technology (Cottrell, 2010). Regarding this, I have just completed my course on skill development and improvement in the workplace. It helps me to improve CV writing skill, communication skill, interpersonal skill, public speaking, PowerPoint presentation, team working, decision making, time management, critical thinking in the workplace etc.  Different person has different learning styles. In this essay, I have tried to reflect my learning regarding employability skills and competencies.














[bookmark: _Toc534403257]Main body
During my course, I have tried to learn different skills. Different people have different learning styles. My learning style is also different and sometimes unique. I have tried to reflect my learning regarding using Kolb’s learning cycle. 
[bookmark: _Toc534403258]Kolb’s learning cycle
This learning model is developed by David Kolb. This learning model actually works in two different stages. The first stage consists of a four-stage learning cycle and the second stage separates the different learning style. Kolb's theory mainly concerns with the internal cognitive process of the learner (Greetham, 2013). According to his model, people learn from the transformation of experience. Kolb’s learning model on me is described below:
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Figure: Kolb’s model

[bookmark: _Toc534403259]Concrete Experience
It refers to doing or having an experience. I have experienced several employability skills and competencies during my course. I have learned a broad application of CV. The effective CV is very crucial nowadays. It is the easiest way and the first chance to create a positive impression on the potential employer (Cottrell, 2010). It increases the chance of getting a face to face interview with the employer. I have learned the effective way to present competencies in the CV. During my class session I have learned to write one page CV, cover letter, and pros and cons of a CV. An effective CV includes personal details, profile, key competencies, education and qualifications, employment history, and personal interests. Besides, I have also learned about the size and key aspects of a CV during my course. I have also learned about effective presentation. Here I have to prepare PowerPoint slides and need to make sure the presentation of key aspects of a particular topic (Maund, 2017). I think it helps to improve public speaking and communication skill. It also helps to improve my information technology skills.
My course also focuses on academic writing. It is helpful to write a different report, academic essay, summarising from the broad database, referencing, and sentence structuring. It enables me to write a different academic report in an efficient way. During that time I have also learned the significance of referencing and way of referencing.  Which I did not have initally.
During the course, it also focuses on role-playing, problem-solving, decision making in a different critical situation. It also enables me to understand the significance of the job interview. Moreover, there was a session on job interview. Job interview session included the key aspects like confidence, positive attitudes, and concentration. During interview communication skills and confidence play a very big role. I have learned an effective way to build confidence (Morgan, 2016). 
My course largely focuses on computer skills and e-learning. For this we have learned details in using operating system and office software. E-learning session includes the way of finding relevant information from the web. Besides, it also includes some crucial use of information technology for workplace effectiveness.
Time management is also a vital part of the course. The significance of different tasks is not the same in the real life. Proper time management technique can enable me to do a wider range of tasks within due time. 
Overall I can say that the practical experience during my course is very crucial for the development and improvement of employability skills and competencies. 


[bookmark: _Toc534403260]Reflective observation
Reflective observation mainly focuses on reviewing experiences. In this point of Kolb's learning cycle, I can evaluate and recount my competencies during the course. I have improved several competencies during my course. My communication and public speaking skill has largely changed and improved after completing the course. Now I can specify the significance of listening and eye contact during conversation (Greetham, 2013). Further mor it helps me to understand the significance of positive attitudes and values during communication as well. As a result, I can understand the audience and can effectively communicate with them. 
The course especially focuses on CV writing and its significance. Now I can efficiently write one page CV covering the entire requirement. I can efficiently present myself in my CV. The level of errors in CV writing has been minimized. 
 Moreover my academic essay and report writing is significantly improved. Now I can incorporate all the required information, make structured sentences, and reference website, journals, books, magazine, and YouTube videos. It shows my improvement in academic writing. 
My skills regarding PowerPoint presentation also improves. Now I can make slides for my own and choose the right tools to make my presentation meaningful.
I feel that, my critical thinking and analytical ability has also improved than previously. Now I can neutralize both the negative and positive outcomes of any events. As a result I can incorporate all the elements of decision making and can reduce decision making biases as well. It also improves my problem solving skills. Now I can make effective solution in more than 65% critical case (Morgan, 2016).    
During the course, I still have some shortfall as well. I think I can use self-management technique during the course in a better way.  I can focus more on the improvement of technological skills. The improvement of numerical skill is still below the benchmark. Improvement in the critical thinking and creativity section is still below than my expectation. I realised I need to focus on these areas again for superior efficiency. Besides, I think I can use the information gathering and researching session in a better way. I did not have any idea about researching. As a result it was completely new for me. So, my skills development in this section is below my expectation. 

[bookmark: _Toc534403261]Abstract conceptualization
This step mainly focuses on concluding and learning from experience. Actually, I can focus on the expectation of the course and its outcome in this section to conclude my learning from the course. Before starting the course I have little competencies and employability skills required for the current challenging workplace (Morgan, 2016). But I knew the importance of employability skills for getting a job and further promotion. I have also little idea about formal and effective CV writing, self-management, time management, and information technology. I don't have very good communication skill. Besides, during the course, I have been introduced to the formal presentation using information technology. Formal academic report writing was also introduced to me for the very first time during the course. As a result, before starting my course my expectations regarding employability skills and competency improvement was not too high.
Now I have finished my course and can compare the outcome with my expectation. I think with the help of an excellent moderator, the improvement of CV writing skill is quite outstanding now. Besides wider use of information technology informal presentation and academic report writing improves my skills in case of PowerPoint and MS office software. Besides, team working during that time incredibly improves my roleplaying skill, coordination, ethics, decision making, problem-solving, time management, working under a tight schedule, knowledge assets management, and critical thinking to ensure the effectiveness in the workplace (Greetham, 2013).
Besides, I have improved employability skill gap due to this course. Now, I am always ready for a job interview. I know how to create a positive impression on the employer. Besides, my skills regarding proper communication, dressing, and confidence have also improved (Morgan, 2016). I think the improvement of these skills will help me to get a competitive job and will provide me with proper incentives and promotion during the job. 
I think there should have more scope for self-management. We can make effective decision in case of critical thinking, but there is little scope for self-management. It is also a crucial factor for workplace.
Besides, there is little practice of team-working. But I think team working is very crucial in the modern day business. It may enhance my coordination and cooperative behaviour as well.
I also think that a section of the course should have on ethics. Ethics is very crucial for sustainable and effective workplace behaviour. It is also crucial for daily life and a part of workplace behaviour (Morgan, 2016).   
After all these, I think the course can provide a little more in some areas also. It may little more focus on analytical ability, innovation, workplace modeling, and number aptitude. With the improvement of other competencies, I may have improved these competencies as I have a point of improvement on these areas.     

[bookmark: _Toc534403262]Active experimentation
It refers to further planning for improvement of competencies. I think in the challenging job market I also need to improve some other competencies. These competencies will give competitive advantages over the candidates and competitors in the workplace.
First of all, I think I need further improvement in the self-management skills. Here self-management refers my ability to do my own job without the help of others. Here time management is also crucial for maintaining the deadline. It will ensure my supervisor that I will complete my task on due time. I can improve my self-management skills through an internship, and asking for responsibility during my academic course. Besides, I need to practice my own task perfectly on due time. I can work as a volunteer to improve self-management skill as well (Maund, 2017).
I think I also need further improvement in information technology as the business world is getting more technological day by day. For this, I can complete a short course on relevant technology and can attain in the different training program as well.
I need to focus on time management for superior efficiency in the workplace. For this, I can apply Eisenhower matrix in my daily life for time management to make it as a habit (Greetham, 2013). 
I need to improve my analytical ability to ensure creativity and innovation in the workplace. To improve that, I can focus on critical reasoning problem and current business challenges. Different brain game and puzzle also improves analytical ability as well.
I also need to ensure my ethical standard. For this I can practice ethical behaviour in my daily life and need to ensure credibility of my responsibility.
Besides, I think I should go for practical job descriptions. It will reduce my marginal errors in case writing effective CV. Job description analysis is also provides the ground to understand the requirements of skills and competencies for different jobs. For this I will continually follow job recruitment circular of different organisations in their website. 
As learning is a continuous process I further need to focus on the improved communication skill. Here I need to practice communicating with different people from different cultures with different problems (Morgan, 2016). Increasing teamwork is also helpful. Besides, I can take a course in business communication to improve that.
Besides, I also need to focus on workplace attitudes, beliefs, values, and ethics. These factors increase a long run prospect of a career. For this, I can practice these factors in my daily life with my friends, family, and neighbor. 




[bookmark: _Toc534403263]Conclusion
Proper employability skill is very crucial for getting a job and further promotions in the workplace. It also helps to differentiate me from other participants. During my course, I have tried my best to develop and improve my competencies (Morgan, 2016). I am quite happy at the current level of competencies. But still, competency improvement is a continuous process. I think I can further take proper actions in the future to reduce my skill gaps. For this, a wide range of practice and passion is required. If I can implement proper competency improvement plan then I can be more competitive human resource in the future.










[bookmark: _Toc534403264]References
· Maund, A. Schriek, M. and Tinkler, P. (2017). Certificate in Higher Education: Skills for the Workplace Student Yearbook. Sage Publications
· Morgan, P. (2016). The Business Student’s Guide to Study and Employability, Sage Publications
· Cottrell, S. (2010) Skills for Success: Personal Development and Employability (Palgrave Study Skills) Hampshire: Palgrave MacMillan.
· Cottrell, S. (2011) Critical thinking skills: Developing effective analysis and argument (Palgrave study skills). 2nd edn. Basingstoke: Palgrave Macmillan
· Greetham, B. (2013) How to write better essays. Basingstoke: Palgrave Macmillan
· Pears, R. and Shields, G. (2010) Cite them right: The essential referencing guide. 8th edn. Basingstoke: Palgrave Macmillan
· Eliot, G. (2016). The mill on the Floss. New York: Open Road Integrated Media.
· Feichtner, S. (2005). Janus employability skills program. Belmont, Calif.: Fearon/Janus/Quercus.
· Gravells, A. (2010). Delivering Employability Skills in the Lifelong Learning Sector. Exeter: Learning Matters Ltd.
· Hind, D., & Moss, S. (2011). Employability skills. Sunderland: Business Education.
· Khongji, P. (2014). Skill Mapping Towards Enhancing Employability among Graduates.
· Saarbrücken: LAP LAMBERT Academic Publishing.
· Lin, Z. (2001). Consequences and policy implications for university students who have chosen liberal or vocational education. [Hull, Québec]: Applied Research Branch, Human Resources Development Canada.
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