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[bookmark: _Toc56194948]Introduction
Employability skills are commonly known as employment skills or soft skills which help people to become employable in the organisations of their desire. These are the qualities which enable a person to thrive in the workplace (Saunders and Zuzel, 2015). In this report, I will discuss and summarise online articles and publications regarding employability. This report will also have a section dedicated to the employability skills which I possess. At the end of the report, I will reflect my learning from this module through Gibb’s Reflective Cycle.  

[bookmark: _Toc56194949]Summarisation of online articles  
Article 1
This article was published on Indeed.com on 23rd October 2020. Indeed.com is a website which deals with employment and careers where potential employees can find jobs. They also publish various articles to help the employees to increase employability. This article in particular describes the various aspects of time management. According to the article managing time efficiently can help people to improve their professional lives. Organising each and every day can help a person to accomplish tasks within a given time, and provide him with the space to become creative and proactive (Indeed, 2020). Time management can help to set effective goals, plan for the day, delegate tasks and manage stress. The skills to manage and utilise time properly are valuable because they help a person to organise their job in a way that helps him to reach goals. There are certain ways through which a person can gain and polish time management skills. They are,
Setting short-term and long-term goals: Setting goals regularly will make a person realise clearly precisely what he wants to do in order to achieve those goals. This is the first step as the goals must have a certain timeframe for him to accomplish within (Indeed, 2020).
Managing the calendar properly: Setting aside time to accomplish the most significant tasks on a person's list is crucial for handling his time. He should consider blocking particular time slots on a regular basis on his calendar so that he is sure to have time in his schedule without disruptions.
Prioritising assignments:  Prioritisation is a tough skill, however, it becomes easier with practice. Making a to-do list can help to prioritise and accomplish the most important works at first (Indeed, 2020). Through this, a person can allocate enough time on the most important jobs and ensure proper utilisation of time. 
Article 2
In an article by futurelearn.com, Dr Trina Jorre de St Jorre describes the importance of communications skills to get the desired job as well as the expected income. Communication is one of the most generally recognised employability skills in work advertising and is now on-demand in most sectors, disciplines and occupations. Jobs requiring sophisticated communication skills, also pay more (FutureLearn, 2020). Communication was and still is crucial in the workplace, however with improved technology, rapidly increasing globalisation as well as the increasing complexities of contemporary workplaces, it is now more relevant in terms of comprehending the way we interact and connect with other individuals and organisations. It is now common to interact with various individuals and groups across continents, nations and time zones (FutureLearn, 2020). We are no longer restricted to face-to-face or telephone sessions, and we can also communicate with geographically-dispersed persons via video-enabled conferences and even a multitude of multimedia platforms. In a highly sophisticated, digitally integrated world, where expansion in service-based jobs is quickly surpassing conventional manual labour, the need for effective communicators will only grow. 
Article 3
As a huge amount of writing is performed in the business sector, it is debated that specific writing skills are not only a part of the required employability skills, but it also helps improve the expression of certain other skills required for jobs and success in the business world. According to Suleman (2018), the companies look for employees with particular skills to increase the productivity, of their business and the employers expect potentially to have good possession on academic writing among other skills. However, many people ignore this fact. Many college students dream of getting big jobs and having a successful career have a small knowledge regarding the significance of academic writing and the way it can make a person employable (Suleman, 2018). A corporate company has to fulfil many formalities and most of them are done in writings such as applications, assessments, quotations and proposals etc. and academic life is the best part to learn to write properly in a formal and structured way. An employee of a corporate company has to do a lot of writings including notes, reports, emails, and recommendations etc. and a person does something close to these in academic writings. Thus writing is equally important to increase employability as it is in the academics and it can train and prepare a person for the corporate world. The UK have many graduates who lack fundamental writing skills even after graduation and it is one of the main reasons for the increasing unemployment rate (Suleman, 2018). Academic writing skill closely relates to a person’s written communication skills as in the corporate world, choosing the right words in the right context is crucial. Good writing skills make people better individuals as well as competent in professional life.   

Article 4
Public speaking is one of the crucial soft skills of a person which requires enthusiasm, the capability to engage and speak before an audience and effective communication skills. Presentations are a common thing in the corporate world and thus candidates with excellent public speaking expertise are in need of a variety of professions that involve the skill to speak in front of a mess (The Balance Careers, 2020). The speakers who are charismatic and well prepared are very highly valued by the companies. They have the potential to assume leadership positions in future. The art of speaking in public comes into effect not just in public conversations or delivery of speeches, but mostly in motivational expressions, professional presentations as well as educational activities. Consultants, trainers, administrators, sales members, even teachers. All of them seem to have certain reasons to talk especially in public at times. A dull speaker may make a strong product or a plan look less than appealing, whereas a polished and professional speaker can indeed add charm to an otherwise average proposition (The Balance Careers, 2020). A great speaker can assess the needs and interests of his listeners. He can engage people through his words. Thus it is a substantial employability skill for a person to get recruited in his dream company. 




[bookmark: _Toc56194950]Employability skills that I possess
[bookmark: _Toc49773235]Communication Skills
Communication skills may be both written as well as verbal. Presentation skills also fall under this criterion. I've heard about the value of strong listening skills when studying about several successful entrepreneurs of the world including Jeff Bezos, Bill Gates, Sir Richard Branson and Amancio Ortega etc. Communication skills are one of my strong suits and this module helped me to polish my communication skill. Now I can convey my messages even clearer to other parties with whom I am conversing with. Communication skills are not about talking only but also a lot about listening (Rasul et al., 2012). I believe myself to be a good listener as I pay attention to the other parties while they talk and do not interrupt until absolutely necessary. Communication skills are by far the most valuable skills an individual can learn and can make him or her excel in his or her professional life. I have exercised a lot since finishing the module, and it is making my communication skills stronger day after day.
Reliability
I am working to become a reliable and trustworthy person. It is not easy as gaining the trust of people is a tough job and it takes a lot of time. I have been able to achieve the reliability of my friends and other students from my class as well as the people of my community. The people from my community especially the older people come to me if they won't help with anything as I try to help them as much as possible and never let them down. Relativity can increase the employability of a person as it can promote trust between the employee and the employer (Husain et al., 2014). A reliable employee is consistency with his tasks and I have managed to submit all my assignments in time. They try to deliver a series of optimal quality and make a lot fewer mistakes. 
Team Work
When recruiting employees, employers look for people who can be a team player and can effectively function within a team. The value of collaborating in teams for companies to accomplish their vision is boundless (Coelen and Gribble, 2019). I have worked with others during my studies for making and giving presentations or accomplishing group works or works assigned to us by the module leader. This has helped me to become a team player as well as polished my abilities to work in teams. This is why I will be a good fit in the corporate business environment. 
Self-management skills
Self-management is an employee’s capability to accomplish tasks in a reasonable way with minimal or no supervision. For senior workers, that also involves delegating assignments to ensure they complete them on schedule. In addition, self-managed jobs can inspire themselves to regularly achieve solid job results (Jackson and Wilton, 2017). The employees need to have confidence in them to promote self-management and work independently. The people with self-management skills have personal visions and goals, they can work under enormous pressure and take responsibility at the same time work ethically. I have been performing well under pressure to manage my academics and building skills for the future. I try to remain as ethical as possible while doing something and I have my personal goals. My self-management skills can make me a great candidate in the eyes of the employers. 
[bookmark: _Toc49773236]ICT Skills
These skills allow individuals to use computers, apps or other software. In order to be appealing to employers, a person must be prepared to work under various situations but must have expertise in the ICT sector. He ought to be capable enough to use tools like word processors, spreadsheets, handle computer systems, render presentations, etc. ICT capabilities are irreplaceable in this age of technological developments (Picatoste, Pérez-Ortiz and Ruesga-Benito, 2018). As an internet pioneer, Jeff Bezos has these capabilities and he knew the potential and effect of the internet before anyone else. This motivated me profoundly to acquire these skills, and I've already started making spreadsheets as well as using the internet for learning new tricks which can make me more effective. 
[bookmark: _Toc49773238]Numeracy Skills
These skills help a person to use, decode and transfer numerical data to deal with many real-world problems. This provides the ability to grasp basic numerical principles such as addition, subtraction, multiplication and division (Pheko and Molefhe, 2017). I was able to emphasise on my numeracy skills all through this course by solving and evaluating a variety of numerical problems. I read a lot of real case scenarios of successful individuals, and that made me know the value of numeracy skills in order to perceive the industry and make plans accordingly. Employers are always searching for applicants that are productive with numbers, and having this ability would help me to become attracted in their eyes.


[bookmark: _Toc56194951][bookmark: _Toc55909907]Reflection of my learning
Reflective models can help to analyse the effective of a course or an experience. In this part, I will analyse my overall experience after attending this module through the Gibb’s Reflective Cycle Model. 
Academic Writing
Description: The course taught me some fundamental skills in academic writing. Significant written appraisal and source assessment were being taught as a key competence for academic excellence. I have basically learned academic research, the phases and process of the academic dissertation, as well as the distinctions between primary versus secondary sources, by the skills taught to us. Usage of academic terminology and proper grammar, use of vocabulary, development of sentences, and structuring of paragraphs have been thoroughly taught. I had also learned the strategies to select topics for research purposes. The principles of reflective literature, in which narrow or wide research subjects were being understood, have also been made familiar. Data collection skills for writing papers were demonstrated for dissertation, essays, and research papers. The tutor also addressed professional writing for work application cover, developing a formal curriculum vitae, including answering to interview questions.
Feelings: In academic writings, I believe that writing is really important but very complicated. Students need a better grasp of vocabulary, grammar rules, and a particular developmental style for accelerated learning throughout academic writing classes. I recognise that scholarly writing is special and impartial, unlike other types of writing. The criteria for writers in academic writing, including sentence creation, sentence clauses, morphology and sentence construction etc. are special and objective. Various styles of writing require various formats outside the normal practice of writing. In the learning experience, I discovered that a person often has a range of approaches to scholarly writing. My comprehensive research details that there really are different writing methods and phases which must be followed in academic writing. I have found that students would easily be misled in academic writing assignments owing to shortage of perspective and misrepresentation of writing skills as well as the purposes of language address. Reference and citation have also proven to be complicated and challenging for students and we were given insights on these. 
Evolution: The module has been vital to my personal development. My understanding of grammar, vocabulary usage, sentence structuring or even paragraph construction has progressed considerably. I also find it convenient to devise a topic for research topic which was difficult for me before taking the course. After formulating the research topic, I can also narrow that down and focus on particular research questions. It has therefore become simpler to find out appropriate sources for conducting the research and implement them with competence in the thesis report. I have since been more passionate regarding research as well as academic writing because of the experience and expertise I could gain. But I still have problems regarding in-text citations and references. The Harvard referencing method was the main focus on referencing mostly during coursework. Therefore, I often get confused to establish the appropriate format for a particular paper which have various other styles. Other referencing types, such as MLA, APA, and Chicago which are different from Harvard often create inconsistency while writing.
Analysis: The course has helped me to improve my writing skills and I became good at researching which will help me in my professional life as well. The brainstorming skills, the analysis of the knowledge of the related sources, the formulation of draughts, sketches and in general, the editing of the final thesis have been assisted throughout this course. I have also improved my comprehension and pacing of scholarly articles more than before. In addition, my analysis and assessment of assignment criteria, as well as related studies for the related evidence, have developed.
Conclusions: At the end of the module, I can certainly say that attending this module has helped me to a great extent to become better at academic writing, enhanced my research skills and taught me the proper way of referencing which is very substantial for ensuring the integrity of a paper. Researching skills will also help me to get my desired job in the marketing sector. The companies look for marketing executives who can conduct research and collect data efficiently to get an overview of the market. I can also get more marks than before now that I know an efficient way to write.    
Action plan: My plan for the future is to keep reading articles, journals and books to enrich my vocabulary and improve my referencing. I have decided to practise free writing to practise brainstorming. I will keep experimenting with various writing and referencing styles.   
Teamwork
Description: Teamwork is one of most important skills to achieve in the student life which can help to have a successful career in future. It is the act of working in a team while cooperating with the team members to achieve a common goal (Xyrichis and Ream, 2018). In this module, we were given many projects which needed team collaboration. 
Feelings: From my childhood I practiced teamwork. Me with my brothers used to help my parents to arrange parties. When I was in school, I accomplished a lot of tasks with the help of my friends. So, it was not hard for me to become a part of a team and collaborate with my team members. Polishing my team working skills in this stage was beneficial to me.    
Evolution: This course have been very productive. Our tutor were very helpful and guided our team in every way possible. My experience while working in the team was good mostly as most of our team members were enthusiastic and they had the spirit to do better than other teams. However, there were some students who had issues at first. Not everyone is capable of working in teams as people tend to act independent in general. They unintentionally started to create small groups within the group. However, we were able to solve these issues as time went by.   
Analysis: One of the main reasons behind our group’s success is that everyone had their say and could expressed their opinions without hesitations. We divided individual tasks according to the preferences of our team members. We thought it would be the effective way to move forward however it created many hassles in the group. I think we should have planned and talked with everyone more before allocating tasks.   
Conclusions: At the end I can say that leaving some hassles out of the equation, we had a pretty good team. After a while, everyone began to cooperate. I still believe that people should be given tasks according to their preferences however it is necessary to talk to them before to know more about their strengths and weaknesses. 
Action plan: I have learned a lot while working in this team and I will try to carry all the learnings in future. Next time I try to make my group members to socialise with each other in an informal setting to get to know each other better as it can increase the efficiency of the team.  I am sure that this recent experience would be sufficient to alert me to propose this if someone suggests that we should split up the tasks in the future.

Time Management
Description: Time management involves the process of scheduling and conscientious management of time incurred on particular activities, in particular, to improve productivity, efficiency and effectiveness (Macan, 2014). This module focused on my experiences and development including the specification of appropriate utilisation of time. Various elements of time management with relation to the completion of multiple tasks have been taught.
Feelings: I was not very efficient with my time management before attending this module. But, after completing the module, I came to know that proper management of time is a crucial feature for anyone who wants to be successful. In the beginning, I had some difficulty with the subject as it was technically difficult to apply the strategies of time management, then over time it eventually became effective. 
Evolution: The aspects that were incredibly beneficial in this teaching module were the subject of the high standard of functional execution focused on time management skills. The ultimate learning was really very encouraging and it allowed to create confidence by having an objective of completing many tasks. The only downside of this module was that it was not very effective for all the students because everyone’s strengths as well as weaknesses are not similar. 
Analysis: These days, time management is turning out to be a part and parcel of everyone’s life and this is what made the module a success. The application regarding time management has helped to develop considerable expertise in the management use of time as needed. The detrimental side of this module was the thing that it failed to teach time management skills depending on the learning capacity of a person. The strategies described in the module regarding time management had not proven to be successful for those persons who were not as fast as others and were slow learners. 
Conclusions: After completing the module I realised that every person is different and the same strategies cannot be proven successful for an entire group of people. But, the things that I could learn from the module were effective and I believe I can utilise the same strategies to build-up a successful career as well as help me in my higher studies.  In particular, I have learned that strategies or actions of the learning program should be questioned to enhance its performance.
Action plan: I will use the time management strategies which I learned in the module during my studies to complete my assignments within a certain timeframe. In my professional life, I will always try to prioritise my tasks and allocate times as per the requirements of the tasks. While assigning tasks to my subordinates I will always try to evaluate their capabilities first to make sure that they will be able to accomplish the given task within the time allocated to them. I will ensure that time is handled in the best spirit and will meet all corresponding members' specifications. 
Public speaking and also presentations 
Description: A person must be confident and must believe in himself to speak or give presentations in public. At the same time, it requires other skills and practises and without these, it is not possible for a person to give a speech successfully in front of an audience (Lucas, 2015). This course covered various aspects and the experience which I was able to gain from it helped me to develop my public speaking qualities.  
Feelings: This course has helped me greatly to become a good public speaker. This course covered a lot of things like the significance of having a good standing posture while speaking, ways to tackle nervousness or using suitable gestures. I feel that this course has been truly effective for me however one thing this course did not cover which I think is extremely important is regarding forgetting what to say next while speaking. I think this is a common thing which almost everyone faces. As I am still in the development stage, I need some time to keep my head calm and often get very nervous while speaking.    
Evolution: The productive result of this course is very remarkable, as it helps to improve the ability to communicate and speak in front of a big audience without doubt or fear. Charisma's significance has been emphasised as a key factor in gaining people's interest. However, the issues with this program are that several students were forgetting and missing lines while giving a speech in public and many became very nervous. The program did not provide adequate strategies to resolve these issues. 
Analysis: The good results of this learning course are attributed to the course’s focus on enhancing public speaking skills, as well as the appropriate gesture needed for presentations. This course’s experience will help to improve the potential to feel relaxed and comfortable during public speeches and will help to avoid awkward and uncomfortable circumstances. The limitations of this module are attributed to the incompetence of students who appear to miss lines which can actually cause major humiliation during speaking in public time.
Conclusions: Giving presentations or speaking in public is very important for students not only because we have to give presentations in every course of every semester, but because it is a crucial skill which can increase the employability of a person. The experience that I have gained from this course has boosted my experience which will be advantageous to build a successful career.     
Action plan: The course should have emphasised more on the students who forgot lines during presentations and get nervous. I will practise public speaking regularly as it is a substantial skill which can help me to become a great leader.   


[bookmark: _Toc56194952]Conclusion
Employability skills are very important for a person these days as the unemployment rate is climbing. Companies want employees who effectively serve the company and help to fulfil their missions, and objectives. Articles published online and research papers say the exact same thing. The most important employability skills are communication skills, problem-solving skills, numeracy skills and ICT skills etc. I have many soft skills and I am optimistic that I will be employed by my desired company. The learning in the module was successful for me however, it was not as effective for everyone. Nevertheless, the things that I have learned will help me to build a successful career. 
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