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REFLECTIVE REVIEW ON EMPLOYABILITY SKILLS
(Task 2)


Executive Summary
In this report for personal progress, this study made an analysis of a given case study aligning it with Time management skills and the 4D strategy. A power point presentation has also been made for the study.  I have identified my key employability skills and developed an action plan to improve them successfully which has a positive impact on my future career plan. Gibb’s reflective model has been used to evaluate my learning experience properly.  A Personal Development plan has been developed that has suggested different futuristic factors which will help to nurture the existing skills and manage personal as well as professional life.
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Task 2
[bookmark: _Toc89788379]Introduction
Academic skills refer to the talent and capability of the individual which has an impact on the learning capability of the individual. There is a wide range of skills such as communication, planning, and technical skills that have been considered effective academic skills. Effective academic skills can help to increase the learning ability of the individual and help to enhance knowledge and skills successfully. The employability skill is a transferable skill that can help to increase efficiency in the workplace and achieve the organization's goal successfully. Effective employability skills can help to develop coordination with team members and solve any type of conflict in the workplace. It has a positive impact on the overall efficiency of the organization. My learning experience can help to improve my employability skills which can be beneficial for my future career development. I have utilized Gibbs reflective model to analyze my skills and develop an effective action plan to improve my employability skill successfully. I have used a wide range of tools to improve my time management skill, written communication, and team management skills.
[bookmark: _Toc89788380]Development of the employability skills (time management skills, written communication skills, team working skills)
Time management skills
Time-management skill has a direct impact on the individual performance and productivity of the organization. In the competitive market, time management skill has played a major role to find new opportunities in the market and expanding the business successfully (Kharadze, 2017). This skill can help me utilize the time properly and complete the job within the deadline. It can help to maintain a balanced work-life of the employee in the workplace.
Written communication skills
Written and communication skill is mandatory skill in the workplace. There are five elements of written and communication skills such as conciseness, clarity, tone, active voice, grammar and punctuation (Kleckner and Butz, 2021). Employees must be aware of their goals and select proper words to express their opinion in the formal format. The written communication skill can help to develop strong coordination among team members.
Team management skills
Team management skill is associated with enhancing employee engagement in the workplace. The employee is a key element of success for any organization. Team management is a mandatory skill for the leadership team which has a direct effect on employee efficiency and profitability of the organization (Cizmaș et al. 2020). Team management can help to develop a positive work environment in the workplace which has an impact on the overall profitability of the organization. 
Gibbs Reflective model
Gibbs Reflective model has been used to evaluate my learning experience and employability skill. There are six stages of the Gibbs Reflection model such as description, feelings, Evaluation, Analysis, Conclusion, and action plan (Markkanen et al. 2020). It can help to analyze the learning experience properly and develop an effective action plan to improve my employability skills successfully.
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Figure 1: Gibbs Reflective model
(Source: Markkanen et al. 2020)
Description
The description is involved in the details of the situation. I have described the situation in detail which can help to identify the gap in the process.
Feelings
I have explored my feelings from my learning experience which has an impact on my learning skills. I have realised the situation properly and honest feelings can help to understand the situation properly.
Evaluation
I have analyzed my learning experience properly and recognized the strength and weaknesses of my skills which has an impact on my future career plan
Analysis
I have developed an effective strategy to enhance my positive employability in the skills and develop an action plan to overcome the weakness in my employability skills.
[bookmark: _Toc89788381]Action plan
Smart objective 1: Time management skills
	Specific
	To complete the job successfully within the deadline.

	Measurable

	To measure the work efficiency in the workplace.

	Achievable
	To develop a timetable daily to complete the job within a specific time.

	realistic
	To increase the efficiency in the workplace which is beneficial for future career development.

	Time-bound
	3 months



Smart objective 2: written communication skills
	Specific
	To improve the formal written communication skills in the workplace.

	Measurable

	To analyze the feedback of other team members

	Achievable
	To enhance the grammatical knowledge and awareness about the specific goal in the workplace.

	realistic
	To maintain formal communication in the workplace and overcome any type of conflict in the workplace.

	Time-bound
	6 months



Smart objective 3: Team working skills
	Specific
	To develop an effective collaboration among team members

	Measurable

	To measure the collaboration with my team members.

	Achievable
	To set a proper goal to improve time management skill

	realistic
	To increase operational efficiency in the workplace.

	Time-bound
	6 months


[bookmark: _Toc89788382]Effective tool for skill development
There are various types of tools 4D for time management, has been used to improve my employability skills properly.
4D for time management
The 4D model for time management is associated with four factors as Do, delay, delegate and delete. It is a popular strategy for time management and helps to complete the work within a specific time.
	Factors
	Action plan

	Do
	I can divide the task into small parts and set a target for them.

	Delay
	If the task has been interrupted for any reason in the workplace.

	Delegate
	Some essential parts of this task have been assigned to other people.

	Delete
	Any type of unnecessary requirements has been removed from the task.


Table 1: 4D for time management
(Source: self-created)
This is an effective tool to increase the time management skills of the individual and achieve the goal successfully in the workplace which has a positive impact on the profitability of the company. "Do" motivates the product manager to divide the work into various groups and identify the core matters of the task. The "defer" is associated with any type of interruption in the work. "Delegate" is associated with assigning any part of the task to other people. It can help to increase the success rate of the task. "Delete" is a process of removing some part of the task to increase the efficiency of the job.
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The personal development plan is the process to evaluate my skills and development areas that can signify growth perception and potential traits in the professional field. I have developed time management skills, written communication skills, and team working skills to glorify my professional life. However, I have identified that personal development is essential to manage effective professional gestures. After the assessment of my skills, I have identified some futuristic factors that can upgrade my personal development.
	Personal development factors
	Benchmark
	Strategies
	Timeframe

	Development of situational analysis
	Application SLAM method
	In the case of teamwork assessment, it is necessary to do a situational analysis. I have realised that in different circumstances people need to react in different ways. Also in similar situations sometimes I need to behave differently according to the circumstantial base. I feel after being a team leader I need to develop strategic insights and it will impact my personal life and personal relations.
	2 months

	Development of public speaking skills
	Mirror work and Group communication
	Besides written communication skills, I feel that public speaking or face to face communication can develop strong bonds with the opposite person. I have seen that in personal life different conflicts have been resolved through communication. Additionally, through mirror work and group communication with friends and family, this fear of public speaking can be resolved.
	2 months

	Evaluation of leadership aspects
	Time and conflict management
	Leadership is the part of Team Working skills that can influence the leaders to manage the team members and their needs. According to my analysis, leadership approaches can develop personal life conflicts and I can easily find the easiest solution to resolve the issue. On the other side, time management perception can be developed through leadership approaches. As leaders are role models and time management is the basic skill that an individual needs to accommodate to develop personal and professional efficacy.
	3 months

	Improvement negotiation skills
	Development of negotiation styles
	Negotiation refers to the convincing power of the individual which is needed to manage a team working efficiently. I have understood that in personal life convincing the family and friends for a particular matter is as difficult as managing the clients in professional life. Through this evaluation of these skills, I will be able to develop smooth communication and manage positive relations with the personal and professional life stakeholders. Based on this skill I can create long term relations and avoid future conflicts in my personal and professional life.
	2 months

	Development critical thinking approaches
	Concept-based articulation
	Critical thinking is part of teamwork and time management skills. I feel being a critical thinker is not easy. In this process, an individual needs to control different negative and tragic situations within time by providing appropriate solutions. I can say that in personal and professional life we may face different critical situations where we need to apply our critical thinking approaches. I feel before developing an argumentative factor it is necessary to justify concepts about that particular and this approach would support critical thinking possibilities.
	1 month


Table 2: Personal Development Plan (PDP)
(Source: self-created)
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· Time management (TM) issues and 4D strategy have been addressed in the study.
· A specified case study has been evaluated and aligned time management strategy
A case study has been analyzed and the major time management issues have been highlighted. The 4D strategy (Do, Dump, Delay, and Delegate) has then been addressed to overcome the TM issues. 
“1.What is time management?”
· TM is an important academic skill required in organizing and planning time between different activities (Kumar, and Aithal, 2019).
· Planning, prioritizing, and performing are the three main stages of TM (Aeon, and Aguinis, 2017).
· Ranking tasks according to priority is one of the major TM elements.
Time management is an important soft skill that is required to flourish both academically as well as professionally. Inculcating this skill greatly boosts employability skills in an individual as well. 
“2. Identify and list Donna’s time management problems”
· Donna had an assignment due on Wednesday but she started it late on an evening.
· Instead of prioritizing her work, she impulsively organized her activities without paying any heed to her assignment deadline.
· He "half runs and a half walk to work" still reaching late because of lack of planning and organizing.
In the Case study, it has been seen that Donna had extremely poor time management skills, which not only delayed her assignment but also delayed every other important activity that she had to do. Analysis of the case study shows that Donna neither prioritizes, plans and organises her work which puts her in stressful situations resulting in task failures. 
“3. Explain how Donna could use the 4D (Do, Dump, Delay. Delegate) time management strategy and any other time management strategies to overcome her time management problems”
· The four Ds of TM can help Donna to schedule, postpone or discard tasks by placing them in “delete”, “delegate”, “defer” and “do” categories (Bindra, 2017). 
· 4D strategy can help Donna by prioritising her tasks and the doing and deleting them accordingly.
Donna can overcome her poor time management skills by following 4Ds of TM that can help her efficiently filter her “to do lists”. 
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· TM is one of the most important skills that is needed to be acquired to flourish professionally, personally as well as academically.  
· 4D strategy can be followed in strengthening TM skills.
In the case study, Donna needs to address her TM skill issues and work on them to flourish both personally and academically using the 4D strategy. 
[bookmark: _Toc89785332][bookmark: _Toc89788385]Conclusion 
It can be concluded that acquiring academic and employability skills is a necessity in boosting self-efficiency. Time management, verbal and non-verbal skills, and team management skills are necessary to flourish professionally. SMART objective tables have been used in order to strengthen the required skills. Further, it is necessary to structure a personal development plan in order to improve both personal, academic and employability skills. A 4D TM strategy can further be used in developing time management skills. 
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