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[bookmark: _Toc88686953]Introduction
Self-Reflection is the description of my own aptitude to keep track of what knowledge and skills I achieve till now and what I should improve. The purpose of this report is to reflect my skills and knowledge achieved during my studies base on the feedback received by the lecturer. To demonstrate my skills and knowledge and how I will use properly tools. 

[bookmark: _Toc88686954]Employability Skills
Employability skills are the key to a successful career. Having the perfect pack of skills who are demanded now days by employers can open the door for success of your career. To do that I will flow my employability skills I develop during the module:
[bookmark: _Toc88686955]Time Management skills:
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Description automatically generated with low confidence]According with Prakash V. Rao, time management skills is the ability of plan and organize the tasks to achieve the best results working smart, to allow yourself time to complete them before deadline and relax. During the studies I develop my time management skills by doing case study class activities and learn how to use proper tools. Also learning how to invest my time to be able to complete my projects before deadline, have time for study and university, working a full-time job, and have time for myself. (Rao, 2015)
Going further, on the period of my course study, I learn about time management tools which can be very helpful to prioritise the daily tasks. The preferred tool I learned is called 4 D of time management, because, in my opinion this tool is simple and easy to use. The 4 D time management tool purpose is categorising each task or into one of D category: Do; Delay, Delegate, delete to properly manage your limited time more effective and stay focused on your task priority. 
As a student and a full-time worker my time is very important, and to be able to handle everything, the 4D tool it can be all you need,
And for a better understanding I will give as an example one of my basic days as a student with a coming soon deadline for an assignment applying 4D tool. To do that , first I will write down the tasks and then I will categorise them in order of the priority: Write on assignment ; wash the dishes ; walk the dog; watch a movie with wife; buy grocery; go out for a walk; play video-games; . (How, 2015)
	DO
	Delay
	Delegate
	Delete

	Write on assignment
	Buy grocery,
Because I can do it when I go out to walk the dog.
	I will ask my wife to be the dishes 
	Go out for a walk

	Walk the dog, and in this time, I can have a break too from study and clear my mind
	Watch a move with wife,
I will do it before to go to bed as I also want to spend time with my wife.
	
	Play video games


[bookmark: _Toc88686956]Planning and organise skills:
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Description automatically generated]The above skills are a most form all the point of view, possessing strong planning and organise skills it helps in your daily basis, student life and career. Approaching those skills your life become ordinate and easier, it reduces the stress and help you to maximise your potential by handling your work; university and daily duties and according to the necessary amount of time for all. Them are similar with time management but are not the same, usually people confuse those but planning and organise skills are used to collect all the task and put them in to an order and create a schedule; time management is often to priorities those tasks. But same as time management skills, I also learn and practice during the course study period about planning and organise skills which are also a key skill for a future career because employers now days demand those skills especially in tourism industry because, for example a tourist guide need to plan and organise the holiday for the customers in order to keep them happy, no one want a tourist guid who will not plan properly the visits of tourism attractions and don’t know where to start. Or another example is hospitality industry where a restaurant needs to be able to handle the table bookings to keep the business running, having someone who mix the booking can ruin the business as the customers will not have a happy experience because of that and the business will lose them.
 To be able to use my potential at maximum I also needed to use those skills which also make my life as a student easier been in control, creating a schedule of all my task and activities on the study period been organised and not miss any deadline. I personally improve my skills during the course by practicing and learn about it in the class. 
According with NCVER study of employability skills, the employers have identified the importance of personal attributes contributing to employability and indicate that these are required as a component of employability skills. Planning and organise as employability skills are use for the following: Managing time and priorities—setting timelines, coordinating tasks for self and with others ; Being resourceful ; Taking initiative and making decisions ; Adapting resource allocations to cope with eventualities ; Establishing clear project goals and deliverables ; Allocate people and other resources to tasks ; Planning the use of resources including time management ; Participating in continuous improvement and planning processes ; Developing a vision and proactive plan to accompany  ; Predicting—weighing up risk, evaluating alternatives and applying evaluation criteria ; Collecting, analysing and organising information . (NCVER, 2004)
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Description automatically generated]Teamwork skills are essential for any organisation and is characterized as an employability skill and it been demanded by all employers. During the course I also learn about teamwork, and during the lessons I had been practice by working as a team with my colleagues. To define it first I will talk about what is teamwork and according with Michael A. West teamwork is a group of individual who work together for the same goal. For a better understanding I will use my experience as an example:
At one of the lessons, the teacher make groups of colleagues to complete a class activity  of Donna case study, I was in a group too, we been a group of individuals who had the same goal to do Donna case study, in order to do that together we take the suitable task for each one, communicate and share ideas.
To develop my teamwork skills I also was needed to do research and learn about models of teamwork development. The preferred Teamwork model I search about was ‘Tuckman’s 7 stages’ , in the model Tuckman’s explain how the team should develops maturity and ability, relationships establish, and the leader changes leadership style. Beginning with a directing style, moving through coaching, then participating. Also working as a team can lead to a lot of be by more people contribute for the same goal. (West, 2012) (Chester, 2001) (DOYLE, 2021)

[bookmark: _Toc88686958]Digital skills
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Description automatically generated]The last Employability skill I learn and develop thru the course is Digital Skills. In now days, the employers at the workplace, highly valued  and demand digital skills and soon will become a must. Doing Power-Point Presentations; Word assignments ; using EXCEL and other program in order to complete my presentation/assignment helped me as a student. But that is not the only way to learn and develop digital skills. 
There are some factors that influence the demand of Digital skills and that because almost one-third of the workforce have lacks of basic digital skills. Many skilled workers need to be retrained, and there are ways you can benefit from further training. Free online courses, certificate programs and expert-led acceleration courses are some ways to develop digital skills.
Also an another factor of Digital skills demand is the COVID-19 pandemic who has push further digital technologies even deeper into our lives. During the pandemic most of the work force was doing they job from home. Also the same situation was with students, we also was needed to learn to use programmes in order for online classes and create video presentations. Also during the pandemic there where people who enjoy to work from home and company’s who save some money by having costs reduced like building electricity, and because of that more people and organisation start to embrace work from home. (Nijholt, 2019) (Laara, et al., 2019)

[bookmark: _Toc88686959]Personal Development Plan (PDP)
In order to success I also need to look in to my weak skills and develop them too. And to be able to do that I need to find and recognize first my weakened skills and sometimes to be able too see those skills is better to ask for feedback. As a student the most advantaged feedback is the one who come from your lecturer, because doing the assignments and presentations the lecturer is not evaluate only what you write or present, the lecture also evaluate your skills by how you them in practice, and the result from the lecturer evaluation is your feedback. There are different ways how you can receive feedback from your lecturer but in my case my lecturer evaluate the task 1 of this course and regarding of how we put in practice our skills, the lecturer evaluated and gives to all of us a feedback regarding our individual work. The feedback received form my lecturer it can be find in the appendix1. 
Some of the skills I need to improve according with the lecturer feedback are written communication skills and research skills. Now going further knowing the skills needed to improve , to can be able to develop them I need to create a Personal Development Plan (PDP).
Personal Development Plan, also know as PDP is a written account of self-reflection and improvement, which doubles up as a detailed action plan used to fulfil academic, personal, or career based goals. It’s usually created within the workplace or when studying (with guidance from your manager or tutor), and works by allowing you to establish your aims, recognise your strengths and weaknesses, and identify the need for improvement. Objectives are put in place based on the areas you’d like to improve on, and the plan consists of your own personalised actions that will help you to achieve them. But before that first I will use SWOT Analysis as a starting point to help myself to create the PDP. SWOT analysis come for Strengths, Weaknesses, Opportunities and Threats used as a framework to identify what could help or hinder my personal development. Doing my own SWOT analysis, it will make me to succeed in achieving my future goals and complete correctly my PDP. (Team, 2021) (reed.co.uk, 2021)
(G.Dyson, 2004)
SWOT Skills Analysis:
	Strength
	Weaknesses
	Opportunity
	Threats

	Time Management
	Written communication skills
	Self expectations
	Lack of creativity

	Interpersonal skills
	Research skills
	Self motivation
	Lack of research



As the SWOT Analysis is done and I also have the lecturer feedback, the next step is the personal Plan Development which can be find in Appendix 2.
Written Communication skills: Been my second language I still have some relative problems in using the correct time and the better words. To be able to develop them I will look in a dictionary to learn more words and I will look at some online courses of English writing. I choose 6 month to have enough time to practice for a better understanding.
Research Skills: to be able to develop this skill I need to do more practice at home and use to search more for information and identify better sources. The time chose is 2 months because it should not take me too long to learn how to do in the correct way the references and to invest a little bit more time in my research.

In Conclusion,
I am on the wright way which is the path of self development; now knowing what I am good at and what to improve it will help me in my further development to can have more opportunities and a better career.
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	Objective
	How I will achieve it
	Resources Required
	Time Scale
	Who can help me achieving this

	Written Communication Skills
	By practicing and learn more about it
	English written handbook; laptop; internet
	6 Months
	Lecturer by giving feedback

	Research Skills
	Practicing and learning again how to do references 
	Laptop, university handbook;
	2 Months
	Lecturer by giving feedback and giving advices.
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