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1. INTRODUCTION
This reflective report is based on my perception, research and class group presentations. In this report I will be choosing three employability skills that I developed during my first term at University of Wales Trinity Saint David. Employability Skills means the transferable skills needed by an individual to make them ‘employable’. The first section will be time management skill, where will be explained what is time management, why time management matters and will be listed some strategies as: ’4D’s’, ’to do list’ and ’pomodoro strategy’ that helped me to prioritise and manage time effectively in order to acomplish my assignements. The second section will be digital skill. In this section will list some of digital skills I used during the learning period, what is the importance of digital skills and how digital skill helped me.The last section will be team working skill, where you will find explanation of what is team work and an example of team work from the class, where I will apply reflective cycle which is the most famos 

2. TIME MANAGEMENT SKILL
Good time management  empowers us to work smarter – not harder. 
Time management is playing a vital role in mankind, it has become the need of the hour which it creates discipline and it helps us to get more done in less time, even when time is tight and pressures are high (Toppr, 2020). Time management is a crucial need this days, especialy for students, because most of students are working and studying at the same time, so a proper scheduling of time is very important. Managing our time wisely, improves work-life balance and increases happiness, it is also reduces stress and allows us to have a better clarity, capability, and confidence. When we are clear on the best use of our time, we become more focused and productive (Mark Pettit, 2020).
A bad time management leads to stress, anger and tiredness and as example we have our classroom activity abuout Donna’s time management. From the classroom activity we can learn that applying a good strategy will maximise our time and will help us to achieve our goals faster. 
In my oppinion „To do list” is one of the stratgies that most of us practis. 
As an example I have my mother. She used to use this strategy always before going to do shopping. She was making a list with what she needed to buy, like this she was sure that will buy everithing she needed for her family. 
By doing reseaches and by practising activities in class, It became increasingly obvious to me that, most of us use strategies without even knowing about it. Classroom activity also helped me understand that 4D’s strategy is the one that will help me as a student to finish my assignements in time. 4D’s stands for: Delete, Delay, Delegate, and Do. I used this strategy to acomplish all my assignements by dividing in categories each task I had. 
I cancelled all my activities that were not important, such as going out for lunch with my friends. I delayed my appointments with bank. In order to delgate, I arranged with my best friend to send letters I had to and to receive all parcels I had to receive for one week. The most important task that must be done by me, as example: my assessments and going to work etc. I made a list and I also wrote an aproximate time that I must spend on them. It made my days more efficient and I felt happy about how many things I could do in a day, just by having everything organised. While studying I applyed „5 min strategie” - known as „pomodoro strategy”, it helped me to not be overload with information and I felt more relaxed. This strategies are helping us to prioritise our time and mange time effectively, as we all have the same 24 hours in a day. Fadma Ennaji (2019)
Some people are naturally well-organised, and some people need help with it. Strategies like maintaining an up-to-date calendar and keeping a tidy study environment help a lot (Auld, 2020).

3. DIGITAL SKILL
Digital skills are defined by Tudor (2017) as „the ability to find, evaluate, use, share, and create content using digital devices, such as computers and smartphones”.
As students we must have at list minimum digital skills ability to carry out the given tasks. First of all we should be abele to comunicate via email which was the first digital tool that we used by enroling to UWTSD. During this term we learned how to use Powerpoint, Microsoft Word, Microsoft Teams, Moodle, Online Library, etc. 
PowerPoint is a software package designed to create electronic visual presentations consisting of a series of separate pages or slides. (Waite, 2012, p. 563) Recently we had to present Donna’s Time Management Problems and PowerPoint was the skill that helped us to have a great presentation. It was a unic experience. It was unic because this software is quite important specialy for employability and at the same time funy and is not leting you to be bored. I enjoyed to explore more and to become more wise. It is perfect for creative people. 
Microsoft Word is a graphical word processing program that users can type with. It allows us to type and save documents. It is the perfect digital program for creating our assessments, it helped me to respect all general submition fuidance. Word is used by everyone, there is no institution or company in this world that is not using this component.
Microsoft Teams is a collaboration app that helps a team to stay organized and to have conversations all in one place (Computer Hope, 2021). Using online calendars on teams helped me to be present at online lessons and I could efficiently manage my schedules. I was always able to stay in touch with my coleagues and to help each other using conversations. It feels like we are meeting in person using live meetings. It is the easy way of sharing files and websites, distribute and grade assignments,  and to have feedback from autour teacher during presentations. Screen sharing during a video call was the most comoon as every lesson was sheared and registered. 
Moodle stands for "Modular Object-Oriented Dynamic Learning Environment". It is a computer system for creating and sharing educational materials online. I was impresed by this system, it is easy to use and is very eficient fo students and teachers. Learning material at any time and at our convinient plase is the top advanage that this system offering us. I used it for the first time and I am enjoing it a lot. (Cambridge University Press, 2021). 
Digital libraries are organized collections of information resources and connected tools for designing, archiving, sharing, exploring, and utilize information that can be obtained electronically. REEVES (2018). The digital library offers a wide range of information sources from various fields of science. Various documentary sources, textbooks, essays, bachelor's and doctoral theses, blogs and documentary pages are made available to each of us, 24/24, all year round.
A great advantage for humanity is the ability to access the digital library, regardless of location and time. As long as anyone has access to the Internet via a computer, tablet or phone, the possibility of accessing information sources will be easy to access, and available for any age group. 
 Accessing the digital library is a great advantage, through which we can easily find the information we need for our own interest. Another special advantage is that the information can be viewed or copied without access to the original document.
 For students and pupils, the digital library is a great opportunity for them to easily find the information they need to develop skills in their future careers. By quickly accessing the digital library, students can use books, pictures, various informational materials, video files, and a host of other educational sources, no matter where they are and no need to travel to a physical library or library in locality. Education Technology (2017).

4. TEAM WORK SKILL
Teamwork is defined by Harris and Harris (1996, p. 23) as “a work group or unit with a common purpose through which members develop mutual relationships for the achievement of goals/tasks”, or a group of individuals responding successfully to the opportunity presented by shared responsibility.(Avery, 2009, p.5)
Teamwork teaches us how to express our ideas and opinions effectively, respectfully, and confidently in a group. Teamwork skills consist of interrelated abilities that let us work effectively in as an organized group. During classes very often we work in grups, it is a fun way of keeping us awake and focused. It is a great activity in wich everyone is contribuiting with ideas and suggestions.
[image: ]
[bookmark: _Hlk89616176]Figure 1 –Reflective Cycle (Gibbs',1988).

There is no doubt that Gibbs’ reflective cycle is the most famous model of reflection. As an example I will elaborate one of our teamwork - class activity.
The main goal of team work activity was to accentuate essential skills that were required for careers, our tutore formed us into small groups to do reaserches of job vacancies for three companies, then to present the findings to the class. We had to highlight qualifications and skills that were required, then to analyse which skills were more important and to fiind three common skills and to present our findings as a group, and finally to receive feedback from our class mates and tutore.
 It was a great experience. I felt nervous but I was very confident in our reseach. During the presentation my coleagues were more confuse because I hand wrote the information on the poster so for them was hard to understand what I wrote and I helped them. At that time I realized what will be the first feedback, but I learned the lesson. The content and result of the presentation was not so important because our goal was to develop refletive skills. We have made some mistakes during our teamwork which lead to a poor presentation but still for us it was a succes because we cooperated and we used some of our individual skills to achieve the common goal. It is very important to organise group, otherwise there can be errors which may affect the whole group. 
I have learnd so much from this teamwork. Listening the instructions carefuly is crucial, to give the chance to your coleagues of explaining their point of view also to have a team leader that can make sure that all team is on the same page. In future deffinetly I will confident of presenting in front of people, I will not read the information but look stret to audience. I will insist in making a plan and respecting all instructions. I look forward to develop my team working skills.

5. CONCLUSION
This module helped me to developed the above employability skills. I did reseaches and most of ths reflective report is based on my experiences at UWTD. Time management was the skill that I improved the most in this term. I learned a lot of new strategies that for sure will help me in the future. Digital skill is the skill which I tought I know the best, but I realised that there is salways something to improve and I gained expirience wich deffinetly will be a good point for my CV. Team working skill is the skill that I was hooping to improve the most. I still have to work very hard to improve this skill. In this raport team working skill was processed through the Gibbs reflective cycle, which processed decision-making and interacting, to achieve desired results. Overall, the process was a challenging one and I am happy with the knowledge I gain during this term at University of Wales Trinity Saint David. The future of my skill development is further detailed in to attached Appendix.
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APPENDIX

	Activities
	Lessons learnt
	Areas To Improve on

	

Week 7:   Group Homework activity - Teamwork and Presentation skill







	
Easy to work with!
Good presentation
Information makes sence 
	
More movement during the presentation.
Speak slowly during presentation.
Engagement with the audience.
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