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INTRODUCTION

My name is Vasuruban Nadarajah, working as a customer care assistant for Tesco. In the meantime according to my flexibility I am working for Royalmail as a mail sorter. Also I am a new taxi driver now. I recently got the driving licence for taxi driver 😊. So currently I am managing three jobs. 

The skills I am learning in this academic and employability skills course is helping me massively to do all three jobs. I am learning; to manage the time, to plan the work schedule ahead, to work together with colleagues, to work in pressure situations, to apply good practise at work. 

Strength Weakness Opportunity Threat (SWOT)

I am eager to learn, I am determined, I never give up until I get something right, I get on well with all kinds of people, I would like to keep a positive attitude, I enjoy facing challenges, hard work doesn’t bother me and I like everything I do to be well organized.  I am a foodie. I have a very good communication skill but sometimes, I talk more without listening to others which I think needs correcting. 

I have mentioned above on my strengths and weakness. Also I would like to mention personal and work opportunities and threats. 

	Opportunities
	Threats

	Build Trust 
Decision Making
Internship 
Build relationship
Leadership
Taking responsibilities
Risk taking
	Completely Committed 
Lack of Funding 
Remaining Nameless and Faceless
Lack of knowledge in Information Technology 


ACADEMIC AND EMPLOYABILITY SKILLS PRACTICAL PORTFOLIO

WHAT IS EMPLOYABILITY?
Employability means the attributes a person has that makes them able to gain and maintain employment. 

Most important skills to have are getting along with and working well with other people, such as communication skills and other interpersonal skills; being reliable and dependable: doing what you say you will by the deadline you have agreed, and turning up when you are meant to be there; and a willingness to learn new skills, whether those are job-specific or more general.

WHAT ARE EMPLOYABILITY SKILLS?
Employability skills means transferable skills needed by an individual to be able to be employable. These skills are developed through learning, experience, practise, communication, and confident. 

Employers are often looking for skills that go beyond qualifications and experience. Education and experience may make us eligible to apply for a job but, to be successful in most roles, we will need skills that we are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes us employable.
As a general rule, employers are willing to teach the employees/someone the job-specific skills required, such as how to operate particular pieces of machinery, or use particular computer packages that are very specific to that role or company. However, they usually want to see that we already have the other ‘soft skills’ before hiring, because they are much harder to teach.
Mentioning about the soft skills, I mainly cover the following duties in my work place with planning, confident and happiness. 
· Answering customers’ questions by phone, email, web chat or face-to-face
· Selling products or services and taking payments 
· Monitoring overall customer satisfaction levels
· Tracking orders and giving refunds
· Updating company databases with information from each customer interaction
· Passing particular complaints on to their manager
· Collaborating with the sales department to develop methods for handling issues
· Working on short-term projects to offer customised support for new products 

In 2014, when I started my first job, I wasn’t able to do any of the above duties but now after 8 years of experience at work I can mention without any doubt I have gained experiences in all aspects of areas. I have made use of training and opportunities given to me. I am trying to overcome my weakness and enjoying the challenges. 















TIME MANAGEMENT
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Considering this Personal Time Management Chart, in our lifetime we are spending 35% of the time at work. So we have to plan and prioritise our duties to succeed. So we can make a prioritise list which is a ‘things to do list’ or ‘to do list’ and plan ahead accordingly. 

Setting goals, working for our goals and focusing on results are main important aspects of the time management. Differentiating what is important and what is urgent will give us more time to effectively and efficiently involve in important and urgent duties rather than giving importance to non urgent and non important duties considering the Eisenhower Method.  

Managing 3 jobs is challenging as each job is different to each job. So time management plays a big role. Scheduling, planning ahead and prioritising are the keys to my success. 

For example, in my work place I maintain a ‘to do list’ and set reminders for important duties so when I finish one duty, I mark as finish and the next duty will appear with the reminder automatically which will make me to finish my duty before the required time. Also I will have extra time to do other work and organise for the next day.  This is less stress and effective time managing too. 

Effective time management will also include, asking for help when overwhelmed with demands, avoiding excessive small talks with co-workers, punctuality, pre planning, taking short breaks to restore energy. For example, while driving a long journey, taking breaks in between journeys will be refreshing and will help to focus without tiredness.  
ORGANISING STUDY 

On the organising study topic I would like to ask myself few questions. 

· What was my knowledge in organising study before class? 
To start with organising study, when I was schooling (till year 1997), yes I did organising study such as taking important notes, finding all the resources needed for the study, choosing the right environment to study etc. But from year 1997 to 2021 that is nearly 25 years I have NOT concentrated in organising studies. Therefore I have totally lost the interest in organising study. Now I am could recall the old days on how I organised for an effective study method. Also, by joining academic and employability skills class I have learnt to establish routines, new techniques, way of applying organising into practise in my busy work schedule. 

· Did I like the class where it was discussed?
Yes. I did like the class discussion. Because we managed to share different ideas, techniques, approaches. We shared the challenges we face at work, home and other places in relation to organising study. Asking questions, sharing our personal experiences added more interest in the classroom discussion. Also, seeing the members face to face is an added advantage to the fun environment unlike online discussions. 

· Did I understand the topic (Organising Study)?
Yes. I did understand the topic very clearly in class. The teacher explained it very well. I was able to gather new information on organising study while learning in class. The experiences shared in class was very useful. I started asking questions while I review my short notes. To get better clarity I read few articles on improving organising study. 

I have Google it and read some definitions, the importance of organising study which I have referred in the reference list below on the last page for information please. 

· What did I particularly like/dislike about the topic?
I definitely enjoyed the topic as it can relate to my pass life as I mentioned above I was able to recall my school life. I particularly like the topic because I could be more efficient and effective in learning. Be more confident in what I am doing. I could manage the time, plan and set goals. I do not like to waste time, so this helps me to use my time wisely. 

Mentioning about the dislike, people dislike the subjects or studies because they were not clear of the topic or they struggle to learn the key points and they start to ignore it from the beginning. In this case I have no dislike in this topic as it is important to my work life and my family life when it comes to organising. 

· Was it easy/difficult/inspiring/useful/boring? Why? 
It was very useful for me to apply the techniques and methods to study. Especially when preparing PowerPoint presentations and reports such as this one I was able to apply the ideas which made my report and presentations more academic. 

I would not say this is easy for me as I have NEVER done a presentation or wrote such a long report before in my lifetime. So organising and preparing was very difficult without having no knowledge at all.  







REFLECTION 
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Reflection is a process of exploring and examining ourselves, our perspectives, attributes, experiences and actions / interactions. 

It helps us gain insight and see how to move forward.

Reflection brings learning to life.


WHAT IS REFLECTIVE WRITING?

Reflection is defined by the Oxford English Dictionary (2012)
As “The action or process of thinking carefully or deeply about a particular subject, typically involving influence from one's past life and experiences.” Reflection is a way of enabling self-development and deeper learning by looking back at an experience so as to learn from it and then move forward. 

A person may discuss learning from an experience; reflective writing takes this a stage further by putting the reflection into the more permanent and structured format of a written account and linking it to academic theory. 









BENEFITS OF REFLECTIVE WRITING 

· provides a way by which you can make best use of an experience (turning surface learning into deep learning)
· can be used to record your progress throughout your study at University
· can improve your performance by using the outcome of reflection to inform future practice
· is a means of learning by making links between theory and your practice 
· is a skill which can continue to help you develop professionally after leaving University

THE COMMON FRAMEWORKS OF REFLECTIONS ARE 
1. Gibb’s ‘Reflective Cycle’ (1988)
One of the most famous cyclical models of reflection leading you through six stages exploring an experience: description, feelings, evaluation, analysis, conclusion and action plan.

2. Kolb’s ‘Experiential Learning Cycle’ (1984)
Kolb's experiential learning cycle is a four stage process that describes a four stage process of how we acquire and embed new knowledge. The theory embraces the idea that we change as a result of experience, reflection, conceptualisation and experimentation.

3. Driscoll’s Model (1994, 2000)
The John Driscoll Model of Reflection is a framework for reflection, developed into a structured process to guide reflection. There are several models of reflection and there isn't one right choice. It's important to choose the model that matches the person who will be using it. 
…..there are more reflective frameworks!

Example on Reflection: 

I would like to differentiate the past and present progress made by the jobs that I am in currently. Though there are many areas to give examples on reflection, I have just focused on customer relationship as this is a common example. 
 
	TOPIC
	TIME
	TESCO
	ROYAL MAIL
	DRIVING

	
Customer relationship
	Then
	Face to Face 
Checkouts / Till

	Delivery Services /Postman delivery 
	Bookings made through phone calls. 

	
	Now
	Self Checkouts / Self Service 
	Drone Delivery / Self Service 
	Apps


 
In the past the customer relationship is built more by communicating Face to Face, building strong relationship, building trust. providing great service, keeping in touch, rewarding, celebrating customers. 

Building such strong relationship with customers is a long term success of a business. 

REFLECTION AND PLAN OF ACTION 

Now I would like to mention about myself on reflection I am now having 3 jobs also managing university studies. In 6 months I see myself be more skilful in writing, speaking and presenting. In one year I will be ready for a better plan of action for my future ie. Dosa in Caravan. In 5 years I am hoping to run a small business by my own which I think is a great achievement to my level. 

Dosa is a food well known all over the world and is very famous in Asian Countries. A man in New York call Dosa Man is very famous for making varieties of dosa in a cart. He is my inspiration. So I am hoping to start a small business soon or later. In terms to start a business it is very essential to have a sufficient funding so I am also planning to save some money and get some support from other sources and begin a caravan dosa in few years.  I see myself in a very good status in 10 years. 
   
CONCLUSION
In terms of Time Management, Organising Study and Reflection, I feel that, it is very important to manage all three areas at the right pace to become successful in learning. Also, to apply what we learnt is key for the success in work and home. The mistakes I made are made in the past are the steps to more success.   
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