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Introduction
This report will cover areas of which I have learnt and studied, employability skills that I already exhibit, need to develop for academic and future employment opportunities and illustrate how my acquired skills will be an asset to prospective employers. I worked in the Tourism and Hospitality industry from Tour Operators to Innovative Luxury Cruise Line, Norwegian Cruise, in the UK office in London. Within the sales support team I played a pivotal part in supporting five Business Development Managers. 
Their role primarily is to promote and increase sales on behalf of Norwegian Cruise across the UK to travel agencies, I was the eyes and ears for the Business Development Managers that took place in the office, not only providing business administrative support to the Business Development Managers, but also I had my own work remit within the sales team, managing sales team budget, coordinating and assisting with marketing events for UK office and ensuring up to date knowledge of commercial contracts in term of content, process and filing. During my time at Norwegian Cruise, I developed a fundamental skill that enabled me to do my role effectively and with competence.

Time management and Prioritisation
This Is a skill that people struggle with too many responsibilities for the time available, as we are creatures of habit and known as the infamous time-wasters becoming easily distracted from the task at hand. I was guilty of this bad habit took task as it comes with no sense of urgency and when it came to deadlines I became flustered, self-doubt took hold as the workload became overly demanding, for instance in a professional working environment a missed deadline or unprepared presentation can have detrimental impact not only on my career progression but also professional reputation demonstrating lack of commitment and being deemed as unreliable. I quickly had to make changes and find ways to work smarter rather than harder, I had to adopt a new flexible attitude came to work an extra hour or stay behind an hour, having said that the use of diary management within Microsoft Outlook became a very useful tool, it gave me a clear vision how long a specific task or project would take and if a task or project took longer than anticipated I could make necessary adjustments to meet expectations. 
Five years later my life took a tangent turn I am now a full-time mother, my new life long role continues to give me a positive experiences and mental strength; with the ability to use my time effectively and my change of attitude is very much instilled in me to run a functional family home, with endless errands and striving to entertain an active four-year-old. Having said that a feeling of a slight deconditioning overwhelmed me, after a lengthy discussion with a life coach as part of my self-discovery journey. I decided to take on this course to diminish that feeling, slowly but surely. 

Mindset 
To embrace my self-discovery journey, the importance of cultivating a growth mindset is key particularly as an academic student. With dedication and hard work to develop new skills set, be more open to learning and build resilience to achieve accomplishments; however, Its essential that I am not holding onto fixed mindset yet it is needed in certain critical areas to help take on new challenges and to motivate me into the growth mindset, according to (Dweck, 2017)  educate the growth mindset take on new strategies and seek input from others, our fixed mindset is there to protect and keep us safe, but has limited potential for growth. For our growth mindset to bear fruits we need to set goals and ask ourselves empowering questions, it’s a continuous journey. 

In our class our lecturer taught and explained the fundamentals of David Kolb Experimental Learning Theory and Learning Cycle, he developed his model cycle in 1984, How we learn, Knowledge is formed through Experiences, according to (Mccarthy,2016), she extensively explains Kolb’s theory is connected to a learner’s cognitive development. The learning cycle model enables the learner to go through the whole cycle process to apply a range of situations or new concepts resulting to new experiences.  

The below Kolb Learning Cycle model will be the focal method of my learning for the duration of this course, my progress will be reflected in my conclusion not just academically but as a prospective employee.
[image: Learning Cycle based on Kolb Experiential Learning TheoryÂ ]
Figure 1. The Experiential Learning Cycle and Basic Learning Styles (Klob, 1984).

To start this new learning experience, this is what I know about myself in relation to Klob’s Learning Cycle. I display reflective observer style of learning known as assimilating for example, I would need a clear detailed explanation and analogies that would support my understanding. This will start the thinking process, over analyzing then leads to procrastination by not taking immediate action and becomes a miss opportunity.
To get the best possible mark as well as submitting assignments on time is to continue in the right direction with managing my time effectively, maintain academic writing abilities, perfect paraphrasing and referencing will notably ease the feeling of being overwhelmed. Presentation skills and speaking in public can cause anxiety for many, as for me I did overcome the challenge by solid preparation and being mentally focused to take control; however, it’s a working progress like many areas of work there is always room for improvements and constructive feedback which I am happy to receive. This is where I can enhance my self-esteem as an academic student or an individual and as an employee. A concise understanding of what I want to achieve will determine which task I will engage in. 

Upon self-reflection what I do academically and professionally to achieve success will depend how I manage and prioritize my time. As I studied the two learning theories Klob’s learning cycle model and Time Management Matrix method, I come to the realization to achieve success is to be self-disciplined, develop a growth mindset, do it well and be fully committed to be the better version of yourself. Applying the Time Management Matrix to my to-do list, reinforces how well I manage my time, and keep my distractions and interruptions to a minimal.

To give an illustration of my explanation, lets view below the Time Management Matrix by Stephen Covey, 1994. 

Figure 1.2. Time Management Matrix (Covey,1994)

This method interprets how we as individuals manage our time categorizing by urgent, non-urgent, interruptions and distractions, the importance of shifting between tasks. Having said that to exceed my expectations on this course I will need to reshuffle minor errands, chores and socializing (interruptions) as well as limiting by distractions for a few hours to regain productively in my assignments, by regularly reviewing and planning (goals/planning) for important activities with my four-year-old daughter, will avoid becoming an urgent task. 
Organizational Skills 
A skill that continues to play a major part in my personal and university studies is my organizational skills. It’s the ability to find ways to work productively.  For instance, class productively, goes hand in hand with time management and prioritization. At University where we study time management is at the apex. As students we cannot afford to be late for class or submitting course work late. These are all organizational processes we have learnt over time in class. With my studies to alleviate pressure I need to be much more productive by allocating block time to researching and to undertake one task at a time that will enable me to do it well, in relations to Time Management Matrix (Covey,Merrill,1994) to achieve my goals its essential that I am pushing myself onto the goal/planning area.

Listening Skills
An area of my skill set that I have become aware of by attending lectures, and needs attention is the ability to listen effectively, what prompted me to explore this area as we were given the assignment the second week of term, I acknowledge what was required however the process of decoding it to get an understanding or meaning caused me to misinterpret the assignment which lead to a moment of unnecessary stress. With research and self evaluation, I perhaps fall into the category of: Receiver Apprehension, It’s the fear of misinterpreting and not able to adjust to the message sent by others (Chesebro, McCroskey,2001), this explains why when I do not have a full understanding or a meaning on a subject I either get frustrated or anxiety kicks in, after a long period of decoding my understanding became clearer. 
To overcome this temporary barrier the importance of listening is a central part of the communication cycle and demonstrates professional distinction. To stay in engage I will need to work on becoming a more deeper listener, it requires me to be in the moment and be mindful, focusing on asking relevant questions, listen to the message or write something down to aid with what has been said and then paraphrases (summaries/reflect) to develop a better understanding. 
Some of components that will provide practical techniques to assist with listening skills, 
(Brownell,2015)
· Hearing – focus in what being said
· Understanding – link the meaning to verbal message
· Remembering – to ensure I have registered the message with repetitive action
· Responding – give some form of response by verbal or non-verbal communication, example by nodding of head or in face to face communication, eye contact.
Conclusion
	
Referring to Klob’s learning cycle my learning progress has slightly shift to accommodating learning style, my approach has become more “hands on” I tend to rely on my intuition and use other people’s expertise’s to take that leap of faith to pursue a specific goal, but I am very much drawn to new challenges and experiences. Eventually I would like to work on shifting into the converging learning style, to enable me to further my knowledge in specialist areas of interest, for example I have a keen interest in Self Help development and motivational skills  the use of practical ideas and information formed by my own analysis hopefully this will motivate me one day to become involved in self-help.
[bookmark: _GoBack]As I continue to learn and acquire new knowledge academically, it’s important that I do something positive with it. Having identified the areas of improvements it is essential I keep acting on it by repetitive action. Ten weeks ago, when I started on this course, I was very much apprehensive and doubted my abilities at university level, and now I am very much active in engaging with my peers and demonstrate my willingness to ask questions or challenge views; however, I am aware my questions need to be relevant and concise. It’s a progress that will boost my inner confidence. 
As a prospective employee is it important to continue to develop transferable skills that will enable me to do a varied job or task, and the confidence to do so. I need to be able to offer a range of skills, that I can undertake work of highest quality in which would be challenging, personal satisfaction, fulfilling and not just using my work as a platform to pay bills. It’s an opportunity to demonstrate my best, the ability to go the extra mile and not just take on task but to understand the why behind it, this then leads to trustworthiness and professional excellence. 
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