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[bookmark: _Toc87449647]Introduction 
The development of employability skills is very crucial as it helps an employee to be effective and improve their performances accordingly. The competition level in the business market is very high and for that, to make the organization remain competitive in the market, employees have to be skilled properly. This study is going to analyze the development of employability skills by using tools accordingly. This study will also use Gibbs's reflective model in order to develop employability skills properly. Further, it will also develop a personal development plan (PDP) for each skill accordingly. 
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Figure 1: 4D tool
(Source: Timehackz.com, 2021)
The importance of developing skills is very crucial for each individual employee accordingly. Skilled employees are able to give a hundred percent to their organization and are able to fulfill the goals of their organization properly. As per the views of Tamanaee et al., (2017), through this employees are able to raise their efficiency towards their job and are able to handle all problems correctly. In this respect, employees have to raise time management, written communication, finding information, and critical thinking skills accordingly. According to Di Gregorio et al., (2019), 4D tools are very effective for time management skills. 4Ds of time management is one of the best strategies that have to be developed by each employee correctly in order to finish a particular project on time. "Do, defer, delegate and delete" are the 4Ds and it helps to manage all the tasks within the allocating time. 
This is very crucial, as accomplishing the project within time helps to finish the task within the budget. This skill is very crucial for an employee, as it helps the employee to fulfill their target within the time and it helps to raise the level of productivity of an organization with each passing day. On the other hand, finding information or developing research skills are very crucial skills. 
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Figure 2: CRAAP Tool
(Source: Library.raritanval.edu, 2021)
CRAAP is one of the best tools for this skill. "Currency, relevance, authority, accuracy, and purpose" provides a list of questions that contribute to evaluating the information that is mainly found by the employees. In the words of Rozalena et al., (2020), it raises the confidence level of each employee in order to select the source to meet the expectation of the particular organization. This tool helps the employees to search for correct and valid information for their organization that helps to raise their entire performances accordingly. On the contrary, communication skill is another important skill. It has been found that improper communication raises errors in the performances. Similarly, for improper communication workers are not able to share their ideas or perspective during the launching of new products. Written communication helps to create long-distance communication also and it is a permanent record of evidence. 
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Figure 3: 5Cs communication
(Source: Hardjati, S. and Febrianita, 2019)
5C is an effective tool for this skill particularly. It gives the idea that at the time of written communication, it has to be "clear, cohesive, complete, concise and concrete" completely. This skill improves writing and this skill improves the communication power of the employees. Hardjati, S., and Febrianita (2019) stated that critical thinking is another important skill that has to be known by all the employees correctly. This raises the thinking power of a worker and through that, an employee is able to solve their problems by their own ideas or perspective. It is the ability that aids to make the correct decision for their organization. It also raises the level of creativity and innovation power of a worker and also it improves the problem-solving skill of an employee better than the previous. Ladder of inference is one of the best tools for this skill. It allows an individual to test and also to evaluate the process of thinking in a more correct and efficient way. 
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Figure 4: Gibbs reflective model
(Source: Ed.ac.UK, 2021)
For this study, Gibbs reflective models are used for this study. It aids to develop a range of employability skills correctly. This model has a total of six stages and this is:

	Description
	I, as an employee, experienced that, development of employability skills is very crucial in order to raise comprehension more than previous. In order to raise the efficiency of my performance, the skills are very crucial. Lack of employability skills reduces my performance of mine adversely and for that, I am not able to fulfill my target on time. I am not even able to add innovation or creativity to each product which helps to raise the marketing value of products correctly. For that, I am experiencing that, raising employability skills is very crucial. 

	Feeling
	I feel that my time management, communication, critical thinking, and research skills are very poor. Because of that, I am not able to give a good outcome to my organization. Due to poor time management skills, I am not able to finish ongoing projects within time. Similarly, because of my lack of written communication skills, I am not able to maintain long-distance communication correctly. The poor skill of creativity is just because of my poor critical thinking skills. Lastly, I feel that my research skill is also very poor and for that, I am not able to find out accurate information for my company. For that, I am trying to improve all these skills by using various tools accordingly. 

	Evaluation
	I evaluate that the tool of 4Ds is very effective which helps to improve my time management skill correctly. The use of CRAAP improves my research skills correctly. On the other hand, the use of the 5Cs tool plays an immense role in raising my comprehension level regarding communication skills. I Also evaluate that ladder of inference modifies my skill of critical thinking better than previous. 

	Analysis
	I analyzed that my employability skills are getting raised day by day through the use of this effective tool. Through the effective time management tool, I am now able to finish all my tasks within time. I am fulfilling the target that is mainly given by my organization. On the other hand, it helps me to be more punctual and disciplined towards my roles and responsibilities. I am able to develop my written communication skills also am it highlights that; all these tools and proper personal development plan improve all these skills more progressively than previous. I also analyzed that I am able to solve problems with my own ideas. I can take crucial decisions for my organization and this helps to improve the entire presentation of my company well. 

	Conclusion
	It can be concluded that raising employability skills is very crucial to enhance efficiency. For that, the development of a proper PDP plan and also proper learning are crucial. Effective tools also play a crucial role to enhance comprehension of these skills. On the other hand, both communications, thinking, information, and time management skills are crucial. It makes employees more effective and raises their performance level better than previous. Without these skills, employees are not able to be more effective. I also conclude that I am not able to add innovation or creativity and I am not giving good outcomes. For that, my performance has not been recognized as the best performance during the reward program. For that reason, I understand that skill needs to be developed well to enhance the levels of performance accordingly. 

	Action Plan
	The action plan mainly helps me to learn these skills by using appropriate tools accordingly. According to this plan, I am able to learn these skills within the allotting time. It helps me to learn both this employability skill and am able to make an effective employee on the basis of permanently. 



Table 1: Gibbs reflective Model
(Source: Created by the researcher)
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	Skills
	Improvement areas
	Action for Development
	Timescale

	Time management Skill
	Lack of timing skill and for that, employees are not able to fulfill the project or their task within the time properly
	Arrangements of Proper training and development classes are very crucial, which gives learning regarding this skill correctly. Providing learning from the tool 4Ds is very crucial which helps to develop this skill correctly.
	Within 3 months

	Written communication Skill
	Poorly written communication skill is the main area that needs to be improved correctly. This can undermine the respect of the employee in the organization and it also hurt the brand of the organization
	Proper training which provides learning and the information regarding the tool 5Cs are crucial to improve this communication skill are vital
	Within 4 months

	Research Skill
	Lack of research skills also has to be raised accordingly. Because of that, employees are not able to find out appropriate information which aids to fulfill the goals of an organization
	Using the tool CRAAP helps to develop the skill of finding information. Similarly, managers in an organization need to provide proper learning to develop these skills
	Within 3 months

	Critical-thinking Skill
	This skill has to be improved correctly, otherwise, employees are not able to make appropriate decisions and do not able to raise their skill of problem-solving
	Enhancing the knowledge of ladder of inference tool developing the skill of critical thinking
	Within 2 months


Table 2: Personal Development Plan 
(Source: Created by the learner)
[bookmark: _Toc87449651]Conclusion 
Thus, it can be concluded that the development of employability skills is very crucial. It helps an employee to raise their performance level effectively. This study has provided knowledge regarding employability skills and also provided information regarding the tool that helps to raise employability skills correctly. The personal reflection has been performed by using Gibbs's reflective model. Further, the PDP plan provides information regarding the action for development.
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Time management is one of the most crucial skills that helps to prioritize the tasks in such a way that individuals ensure that all of them have enough time to accomplish their tasks correctly. According to Aeon, B., and Aguinis (2017), it has been also found that the quality of the work is also getting raised if individuals are able to finish their tasks on time. From this case study, it has been also observed that Donna has lacks this skill and for that reason, she cannot manage her time to accomplish her assignment on time. 
[bookmark: _Toc87449655]Question 2
Dona does not manage her work along with appropriate time correctly. The main reason behind that, her time management skill is very poor. From the case study, 
· it has been analyzed that, during the starting of her assignment, she does not take all her requirements correctly. 
· She does not plan her schedule on time as she planned to continue her assignments on Saturday but on that day, she will get very busy
· Further, she thinks to start her work on Sunday, but on Sunday she has to go to church to visit her aunt
· She does not remember to set the alarm clock
[bookmark: _Toc87449656]Question 3
Donna can use the 4Ds strategy correctly to set their time management skill accordingly. This tool mainly gives the idea of identifying the task which is more urgent or important and which is not very important. It helps her to set time for the urgent task and it helps her to fulfill the urgent task within time. First, she needs to filter their task list correctly. After that, she needs to select tasks that could not able to take charge of and then needs to delegate them. After that, she needs to be understood to prioritize all her tasks correctly. Finally, it has to be determined by Donna which task or job is urgent. After that, Donna has to finish this task immediately and don't delay it accordingly. On the other hand, getting things done (GTD) is another important method that has to be followed by Donna in order to reduce her problem related to time management on the basis of permanently. This method provides information that, collecting all the tasks after that setting up the actions is crucial. After that, organizing all the tasks by setting a proper action plan and after tracking all the tasks helps to finish the task within the appropriate time. 
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