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Introduction:
The purpose of this document is to analyse the various employability skills I require to be successful in a work place environment. I will aim to outline the different types of employability skills, define them and show their relevance to me in a work place environment. I will use my research to identify these skills and explain how I can develop them moving forward.



Employability:
Employability is defined as having a set of skills, knowledge, understanding and personal attributes that makes a person more likely to choose and secure occupation in which they be satisfied and successful. (Sewell, 2007).
Employability is an ability to complete a tasks in employment successfully using skills acquired during the different stages of a person’s professional life.

Skills: 
Skill is defined as the ability to be successful in a given field, A skill is the initiative a person applies to complete a given task or objective.
There are two facets in skill developments namely; Hard-skills and Soft skills.
Hard skills can be taught to an individual, examples of hard skills are singing, sports and reading. Soft skills however are the interpersonal skill of a person. These can be communication, Leadership qualities and Time management skills.









Time Management Skills:
Time management is the managing of time effectively so that the right amount of time is allocated to the right activity. To be proficient in managing time, it is essential task to prioritise according to their importance. (Anon., n.d.) 
There are five segments to effective time management which I apply in my everyday life: 
Effective Planning
Setting Goals and Objectives
Delegation of Responsibilities
Spending the Right time on a Project
Having Deadlines.


Time management is one of my strongest skill set, time never stops for anyone so it is imperative that we use time constructively. I arrange my task for the day and plan them according to their importance. I apply the five points listing above in implementing my effective use of time. I find this is very helpful in structuring my day as there is less stress and confusion. I am able to meet deadlines, complete my objectives quicker and arrive on time to meetings or interview before time and prepare for the task ahead. 
For example, I arrive fifteen minute before my scheduled time at work to organise my day well in advance, this ensures my day will run smoothly with very little stress, it increases my efficiency and productivity, this in turn reduces anxiety and enables me to feel fulfilled at my work place. 
During this semester, I have come to appreciate the concept of time management even more and understand the effects it has in an employment setting and how it improves productivity in an organisation.



Decision Making:
Decision making is another skillset that I am very good at, I am very confident in my ability and I make decisions based on the practicality of any given situation. Whilst studying this course, it has been very interesting to fully understand my strengths and to work on any weak points in the area. 
Particular example was when applying for this course and picking a university to study from, I found it very easy to make up my mind upon reviewing the Pros and the cons associated with this new adventure in my life. I weighed the positives and the negatives of which there was a few and I decided the benefits out weighted the negatives, it became a simple decision to make because of the practicalities involved so I decided to enrol at the university. It has been a very informed decision and I am very happy with my choices.

Listening Skills:
Listening skill is a very important skill to have especially when working with others, It is crucial that you are able to listen to instruction and other people’s point of view. This is more pertinent when dealing with old folks and venerable people. It is important to be attentive and non-judgemental and try to understand their views because often time these people just needs someone to talk to without fear of being judged.
This is a skillset I thought l had but during this course, l have seen some weaknesses which l have worked on. l am able to now fully listen to conversations without interrupting the speaker and engage meaningfully. I have learnt to understand non-verbal cues and the usefulness in appreciating a conversation. On reflection, without understanding this course, my appreciation on listening wouldn’t have been improved.






Communication Skills:
Verbal and non-verbal: It is very important to have good communication skills, it is vital to articulate and express yourself in a concise and civil manner verbally, be friendly, confident and have an open minded approach, respectful. Non-verbal communication skill is also vital, these are skillset like body language, eye contact and movements, appearances and gestures. It important that these non-verbal communications are delivered properly as improper interpretations can sometimes create problems. (Doyle, 2019) 
I am very good at communication and possess the skills to communicate effectively. I understand non-verbal cues much more than before since starting this course and I feel I have added more knowledge and understanding to the concept of my communication. I am able to express myself more effectively, delegate tasks productively, and organise things in a more efficient manner. I am more confident now in my abilities to communicate better than when l started this course because of what l have learnt during the course of the year.















Reflective Writing:
Reflective writing is the process of looking back constructively about things and events that has happened in our past and writing about them. It can be about emotions, memories and feelings and how we process them. Reflection is important because it helps us to look back at our actions and gives us the opportunities to enact changes especially where mistakes has occurred and better skills to change them for the future. (Anon., 2015)
The widely used learning theory on reflection is Kolb circle. There are four main parts to his theory: Experience-do something, Reflect-think about what you did, Conceptualise-make generalisations and Plan-bearing in mind your c [image: C:\Users\1809189\Desktop\KolbModel.png]
I have applied Kolb reflective theories in my daily life and it has given me perspective on the reflection. I have experienced a lot of things in my life, reflected on them conceptualised them and made a plan on how to move forward.
A prime example of one of my reflections was growing up I made a lot of youthful mistakes that I didn’t need to make because of youthful exuberance, upon reflection at an older age, I am able to see where I went wrong in my decision making process and I’ve seen made amends in the key areas of my decision making process because I was able to reflect on my life and applying Kolb’s theories has been very instrumental to the understanding of reflection to me.
Another example was when I enrolled to this course, I had reservations and worries about whether I would have the time or commitments to follow through to the end of the course, I hadn’t studied for quite a long time and adding running a business and childcare issues including everyday lives hurdles, I thought I was taking in more than I can handle but on reflection and incorporating Kolb’s methods, I have been able to complete two semesters and on my final step to completing the course. 
When I reflect upon the journey so far, I can be happy that I have made the right decisions on the way and learning and understanding Kolb’s theories from my lectures has made enhanced my knowledge about reflection and utilising it in my everyday life.

Conclusion:
After reviewing the topic listed above, I have to understand the importance of these roles in the academic and employability sector and how vital it is to fully understand them. During my research, I studied the communication skills, time management skills, reflective writing skills, listening skills and decision making skills.
In my conclusion I have come to see the usefulness of these skills in employment and how vital a role they play in the academic and employability processes. It is fundamental that these skills are applied in an organisation to help with smooth running of an institution. I will be using all the knowledge gained from this course to prepare myself for employment in the future.
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