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Employability skills or academic skills are some non-technical skills that are required to have a job and these soft skills are communication, decision making, creativity, self-management, teamwork, initiative, organization, planning, and more. All these skills are showing the ability of any candidate to become a job fit and become valuable at work. For a reflective and learning cycle, David Kolb structured a reflective learning piece with four distinct stages and leveled as reflect, apply, experience, and concept in 1984. Effective learning addresses concrete learning, abstract conceptualization, reflective observation, and active experimentation. This assignment would be elaborated on the refective learning on employability skills. 
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The employers of any organization seek candidates with some employability skills, for the specific job roles and responsibilities. These skills help the employees to have productivity and work more on it so that the organizational goals can be achieved in less time. Soft skills are some transferable skills which are addressing effective performances, having some technical skills, becoming job-specific, working with the team, and becoming highly skilled for personal growth as well as the organizational benefits. For this section five employee skills have been chosen for discussion and those employee skills are such as time management skills, written communication skills, critical thinking skills, planning and organizing, and finding information along with research skills.
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Among many employee skills, time management skill is the most important and this method helps the individual balance, as well as coordinate several activities. Effective time management process deals with the task by handling challenges within the given time frame. When an employee completes the tasks within schedule and some good reputation occurs and the clients feel satisfied, so it smoothens the future business processes. Time management skills help to work efficiently and effectively and get the desired results within time. Every time management provides some time to work accordingly and proper time management helps in organizing, goal setting, planning, stress management, prioritizing, communicating, flexibility, and other attributes. A good time management system increases productivity and helps to get more work. It also helps in reducing anxiety, stress, and other aspects. 
Time management encompasses the goals and segregates the most priority works and less priority works so that better and bigger results take place. For effective time management the employee needs to set the goals, then needs to prioritize wisely, after that a time limit should be set, some small breaks need s to take, become organized, remove the burdens, and should plan accordingly. For an effective time management process the employee must have to check time to identify the exact spending time on any project. Then the employee must set a time limit for completing the task. Next, some technological assistance can be used for time management, next to some to-do list should be there, and some plans must be visible. The individual needs to initiate with the most important task, then delegating and outsourcing, and lastly should focus on the one task at a time. 
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Next, the written communication skills encompass sending messages, making some instructions and orders for writing through letters, having some reports, circulars, office memos, manuals, telegrams, bulletins, and more. It is the formal way of communicating and becoming flexible. Some clear messages make some trust and good relations between the target audience and the writer. Effective written communication deals with goals identification, arriving at the solution, problem identification, and more. It is very important to be good in written communication because it represents the employee, the organizations, or institutions to a large audience and makes some impact on them so that everyone gets a clear message, and no confusion arises. Written communication skills are very essential for any job and in every position, it is required to make some clear, concise communication for ensuring communication with others. 
Some core elements must be there in the written communication and tose are such as conciseness, because it must be to the post and all the relevant details should be mentioned. Next, it should clarify as the clarity deals with the understanding processes and trying to convey the exact message to the target audience. It also addresses simple language uses and avoids complexities in the messages. Next, the tone should be empathetic, and some emotion should be conveyed over the witting. A professional tone must be there for getting the appropriate formality and friendliness. It should be used as the active voice for more engagement and making accessible, and it also flows the understanding persuasive for the actions. Punctuation and grammar must be used effectively and should avoid mistakes as it presents some image of the employee and organization. 
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After that, it comes with critical thinking skills, and this segment says about the importance of any employee to become a critical thinker. Critical thinking skills analyses any situation or issue, any data, incident, evidence, or facts for defining, understanding, and presenting the results. It mostly focuses on factual information and critical thinking is the skill that helps in informed and logical decision-making processes and reducing the interests and getting the opportunities more.  Some elements are there in the critical thinking skills and those elements make the standard for focusing, working, and getting the best results out of on-hand resources. It states with identification as it identifies the problem or situation for influencing, then making some clear picture of that situation so that the upcoming issues and the potential solution can be visualized. 
Next, it comes to research where some arguments can be managed, and some independent decisions can be taken. Then the identifying biases are being addressed for evaluating the information, judging the claims, and by both side activities, some developmental aspects come out. As per the inference, some conclusions should be drawn back, and an effective summary should come out after analyzing and presenting the data in the proper place. Next in the relevance determining processes, the challenging parts should be analyzed well so that the proper information comes out after this critically analyzing process. The curiosity or the inquisitiveness should lie among the employees so that the icon of the company's perspectives becomes clear and achievable. 
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In the planning and organizing skills, both things help the employees to manage the time, resources, tools, and other aspects to get the objectives and it also helps in the individual goals achievements and having a proper plan for the organizational purposes. The workload, time, resources, and other required things should be segregated among the employees and the management should set the goals and targets for each depart. Then they should utilize the employees with the required skills and then must plan and organize the whole thing such a means that no chaos arrives. The planning and organizing processes are individual skills, combined for greater achievements. Both the planning and organizing processes are important because poor planning can lead to failure, organizing, and planning help to manage time and resources, have a good understanding of every detail, become flexible, dedicated and organized, dedicated, have projects with budgets and on the tie, working with developed and research processes. 
SMART model or specific, measurable, achievable, realistic, and time-bound factors should be analyzed and organized well. In the organizing and planning processes, the employees get motivated and rationale for becoming more multitasking, keeping the records well, managing the time, prioritizing, researching, and communicating effectively.  it also estimates the efforts and time, required to complete any particular task, then organizes and identifies the required sources and systems, and organizes the personal time for carrying the responsibilities.it also maintains the preparation time, meeting schedule, working with a deadline, having some clear and concise vision, and also measuring the results for the self-growth and the company’s perspectives. 
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In the fifth and last employee skill, information finding and researching skills are required. It includes information searching, taking notes, problem-solving, attention to details, time management, and communicating the results. For finding the information the general information should be contained the main keywords, must search the primary and secondary data for the detailing. The research skills should be there within the employee as it is positioned with the data management, and analysis techniques. The research skills also help in the data management processes, working with common research skills, identifying the demand and supply, getting the requirements of the stakeholders, getting the upcoming threats, and having good opportunities for business purposes. Research skills are the ability of an individual for finding and evaluating all the information regarding this topic.
 It also performs the investigating, forming hypotheses, doing critical analysis, having the solutions, on a particular issue, getting the valued and skilled employees in the industry, becoming beneficial for the employees, getting direction, being effective, and motivating others. The research skills are important as it helps to problem identification, hide the performances, and complete the tasks, then it helps in problem recognition and getting the solution, after that, it helps to evaluate the resources, promote the efficiencies, having new products and services, identifying the needs of the customers, staying up to date about the market and competition, and having new ways to adapt and evolve for the goals achievements. 
I have chosen a reflective model and explained the activities after analyzing the collected feedbacks and it completed the activities and helps to identify, improve, and develop the chosen skills. David Kolb structured a reflective learning piece with four distinct stages and leveled as reflect, apply, experience, and concept in 1984. Effective learning addresses concrete learning, abstract conceptualization, reflective observation, and active experimentation. The theory deals with experimental learning, gives some developmental training practices, for entering at the point, and getting some successful outcomes to take place. Each stage of this model ensures the preferred learning style, for teaching while learning and has huge benefits of self-awareness stages. I balance emotional intelligence while handling with cognition.
 It develops critical thinking processes, encourages some active engagements, and other aspects. I believe that time management skills, written communication skills, critical thinking skills, planning and organizing, and finding information along with researching skills are the most required skills for employability and aspects. For the PDP or personal development plan I would depend on some feedback from others and analyze the key skills which are required for everyday activities and then would focus on the same so that I can be an effective and efficient worker in any job role apart from upper dissed requirements. I also depend on the company policies, the market requirements, the stakeholder satisfaction, using effective technological and other equipment for a better and effective outcome. Being an efficient and experienced employee, I would listen to others more than saying, then I would try to be punctual, must keep the commitment, would work ethically, must-read some thesis, study reports, and other articles to get the knowledge as knowledge give the skills and confidence. I would show empathy towards others and work with rationality, responsibility, do observe more, would respond rather than react and always be conscious while learning or working in the professional areas. 
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Employability skills are some non-technical skills that are required to have a job and these soft skills are communication, decision making, creativity, self-management, teamwork, initiative, organization, planning, and more. Soft skills are some transferable skills which are addressing effective performances, having some technical skills, becoming job-specific, working with the team, and becoming highly skilled for personal growth as well as organizational benefits. Five employee skills have been chosen for discussion and those employee skills are such as time management skills, written communication skills, critical thinking skills, planning and organizing, and finding information along with research skills. Effective written communication deals with goals identification, arriving at the solution, problem identification, and more. 
Critical thinking is the skill that helps in informed and logical decision-making processes and reducing the interests and getting the opportunities more.  The planning and organizing processes are individual skills, combined for greater achievements. The research skills also help in the data management processes, working with common research skills, identifying the demand and supply, getting the requirements of the stakeholders, getting the upcoming threats, and having good opportunities for business purposes. I have chosen a reflective model and explained the activities after analyzing the collected feedbacks and it completed the activities and helps to identify, improve and develop the chosen skills. I also deepened on the company policies, the market requirements, the stakeholder’s satisfaction, using effective technological and other equipment for the better and effective outcome. 
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