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Introduction 
Employability skill is a skill that can be employed in the workplace, according to Cox and King (2006). Employability is a skill that is required by all jobs, as opposed to topic skills that are only applicable to a specific career. As a result, ES may be more easily communicated throughout a student's education through a variety of activities. According to Kenayathulla et al (2019), employers value Employability Skills as intellectual, interpersonal, and teamwork abilities in their employees. Furthermore, ES is also a non-technical, transferrable, or general skill that can be acquired through school, training, extracurricular activities, hobbies, or work experience. (Kenayathulla et al., 2019) 
 In this report I will choose the employability skills that I developed during my first term at the University of Wales Saint Trinity David. The first section I will discuss time management, the second section will discuss digital skills and the last section will discuss Team Working Skills.

Time management 
In this module, time management has played a crucial role in my studies such as punctuality and attendance, which is vital to excel in every aspect. Individuals' abilities to use time productively and efficiently is referred to as time management. (Kapur, 2020). To put it another way, it is the ability to manage time so that all of the tasks and activities that need to be performed may be completed.(Kapur, 2020). Time management involves assigning specific time slots to activities, so you can accomplish more in less time. Poor time management leads to inadequate quality work, stress, poor efficiency and struggling to meet deadlines. Pupils can use the 4Ds strategy to avoid unproductiveness.
My initial assignment was a report based on blended and traditional learning at the University of Wales Trinity Saint David. The assignment I composed required a reasonable amount of research and interpretation for my findings.
To demonstrate how I used time management I will incorporate the 4Ds method for my module assignment. 4Ds stand for: Dump, do, defer and delegate.
Dump: is to avoid completing a set task or goal and put them off completely. I use this to cancel my hair salon appointment to avoid stress.
Do: is when you buckle up and get the set task completed. I used this strategy to get my draft and final report completed in the week it was due. Sacrificing my leisure time was important as commitment is key for my plans, as a student.
Defer: is when you pause a task that does not need to be handled right away and schedule when you have availability. I deferred my trip to the Dominican Republic to the summer holidays, as it is currently peak-time Christmas holidays, and I have submissions deadline due early December. 
Delegate: is when you reassign a certain task to someone who has expertise in the specific field. In my presentation task I gave my teammate the designing job to make the presentation look presentable as my artistic skills are mediocre. 
4D is important because it motivated me to overcome any dilemmas regarding my andragogy. On the other hand, it enforced me to take the correct amount of responsibility in my academic achievements. Andragogy, according to Malcolm Knowles, is "the art and science of assisting adults in learning." Since its creator, Knowles, proposed it to adult educators in the twentieth century, the implications of andragogy's major tenets and their application have revolutionised the practise of teaching adults.
Research skills and finding information
Research Skills refers to the capability of finding, locating, analyzing, organizing, evaluating, using, and presenting information about a particular topic. Primary research can be applied in Academic Research, Market Research, and Competitive Intelligence. By conducting primary research, organizations are able to obtain information directly from sources, rather than relying on the work of others. Secondary research is advantageous because it is often less expensive than primary research and provides a strong base for projects (Mccrocklin, 2018). Before going on to primary research methods, it's a good idea to analyse the existing status of available information. This could save time and money that could be put to better use (Mccrocklin, 2018).
To support my findings and research I used the CRAAP test for my assignment. CRAAP is the abbreviation of Currency, Relevance, Authority, Accuracy and Purpose. 
Students can utilize research as a valuable life skill to gather information and analyze it, build their knowledge, think critically, and exercise their minds. In addition to being a valuable academic skill, it allows students to better understand the world around them.
Currency: is how recently the work has been published.
Relevancy: how does the work corelate and how applicable/appropriate it is.
Authority: who was it published by 
Accuracy: where the information comes from and when it was last revised.
Purpose: why was it published and why does it exist.
Using the CRAAP test has helped me determine credible sources and the authenticity of my findings. In contrast, my literacy skills have improved, and my confidence in my writing has become more refined. 
Some of the research skills that I used were the university library which had reliable information that I need for my assignments. This really helped me a lot with finding authentic sources.
Digital Skills 
Digital skills is the capacity to access and handle information through digital devices, communication applications, and networks (UNESCO,2018). As a result, they make it possible for people to produce and share digital information, cooperate and communicate, and solve problems in order to attain productive and creative self-fulfillment in their lives, education, careers, and social interactions (UNESCO,2018).
By combining digital and conventional literacy abilities, students can learn not just how to read and write, but also how to communicate, communicate, and communicate effectively (loveless, 2022)
Furthermore, for many years, digital development has been steadily gaining momentum. The rate of change increases as each advancement feeds into the next. Digital technology has permeated the lives of both generations in recent years, as a part of their daily lives. It is innate in them. In everyday life, people keep up with the latest developments subconsciously. It is more difficult for previous generations to become and remain digitally literate because they were more digitally disadvantaged.
Governments and businesses must understand how jobs and skill sets are changing to take advantage of the opportunities that digitalization presents.
The importance of digital skills has shifted from ‘optional’ to ‘critical,’ as well as the necessity of acquiring transversal ‘soft skills,’ such as effective communication skills in an online and offline setting. Additionally, digital skills are in high demand in developing countries, improving prospects for decent employment. Experts have predicted that advanced digital skills will lead to a growing number of job opportunities. The increase in the number of jobs available is coupled with the fact that some of these jobs are going unfilled, making the development of advanced digital skills a vital component of the solution to unemployment.
Advantage of Digital Skills 
Communication speed and versatile working: Data transmission rates or internet speed have increased quickly since the introduction of dial-up techniques for internet connectivity (Poudel, 2019). Broadband technology has made the internet even faster. With high Internet connections, large files can be sent rapidly, video and audio can be streamed in real time, and data can be accessed virtually from anywhere.  (Poudel, 2019).
Digital devices are portable: The size of digital devices is decreasing every day. Data can be stored on a storage medium in a small chip. Digital devices have become smaller and lighter since transistors were invented  (Poudel, 2019).
Disadvantage of Digital Skills 
Data Security: Data can be collected and stored in vast quantities using digital technology. You may have private information about a specific individual or organization  (Poudel, 2019). Keeping this data safe can be challenging. An individual breach may give criminals, terrorists, rival businesses, foreign adversaries, or other malign entities access to vast amounts of private information
Social Disconnection: Rather than socializing and communicating face-to-face, people are increasingly using digital devices  (Poudel, 2019). As a result, you may feel isolated and disconnected. Humans have evolved to have genuine touch over thousands of years, thus removing it has a number of negative consequences that we are currently learning about (Poudel, 2019). Depression and other forms of mental illness are frequently blamed on a lack of real-life touch.
In this module I used digital skills to produce PowerPoint presentations and word document reports. Digital skills has made me find information a lot easier and from reliable sources. It has also helped me navigate the internet safety. I also used this skill to differentiate primary and secondary sources and see which data is authentic.

Team working Skills 
Scarnati (2001) defines teamwork as "a collaborative process that enables ordinary individuals to produce extraordinary results." A team is a group of people who work together to achieve a common goal or objective, according to Harris and Harris (1996). Individuals working together in a cooperative atmosphere, exchanging information and abilities to achieve a common objective, is referred to as teamwork.
Synergy between team members is needed for successful teamwork, as well as for the environment to be conducive to everyone contributing to foster positive, effective teamwork. Team members must be adaptable enough to function in cooperative rather than competitive contexts, where goals can be met through teamwork and social interdependence (Luca & Tarricone, 2001).
To demonstrate how I used team working skills during the first term of my studies at the University of Wales Saint Trinity David I will be using the Gibs Reflective Cycle. 
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Gibbs Reflective Cycle is a self-reflection and management tool that allows people to think clearly and systematically about their experiences when participating in certain activities or in comparable situations, and to derive conclusions from them (Bhasin, 2021).
Description: We were assigned into groups of four by our lecturer to do a presentation on the five design principals of PowerPoint, then present it to him.
Feeling: I wasn’t content with who my lecturer assigned me to work with but still tried my best to make it work. During the presentation I was a little anxious because my group and I weren’t really prepared about the absence of one person.
Evaluation: During the presentation everything went well even though one of our teammates was absent, I managed to present what she was assigned to say.
Analysis: To overcome this dilemma in regards of the absence of my teammate, I resolved this issue by presenting what she was initially assigned to speak about.
Conclusion: On Reflection, I could have asked my lecturer for extra time to accommodate the absence of teammate.
Action Plan: In the future, when working in groups I will communicate more with my teammates and be more prepared beforehand.


Conclusion 
To conclude my reflective report, I listed four employability skills that I gained in my first term at the University of Wales Saint Trinity David. Firstly, I used the 4Ds to implement how I used time management throughout this module. Secondly, I used the CRAAP test categories my Research skills and information findings. Thirdly, I described the importance of digital skills and what I gained from that employability skills. Finally, teamwork was processed through the Gibbs reflective cycle.
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