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[bookmark: _Toc89174988]           1.0 Chose between three to five employability skills the learning in this module has helped you develop.
           From this module, I have gained some skills such as Note-taking, Time management, Critical Thinking, Teamwork skill, and many more. These are very much important in all phases of life may be in the academic stage or in the professional one. The Note-taking skill can be very effective in keeping the materials in organised form and in long run it would help in getting the information system and will not require huge time to search for accurate information. According to Hickmann (2021), note-taking skill has enhanced my learning ability highly. Further, time management skill has been a boon to me. It is one of the most required skills to become a leader (Ivanova, 2021). I am targeting to lead teams in the future and for that, I need to be very much cautious about deadlines and so on.  
Critical thinking ability is required for expressing the ideas, thoughts most appropriately. The more there is communication the result or the outcome gets better. According to Murawski (2021), critical thinking helps in generating effective communication and the creativities get exchanged among people. The last skill that I gained and has helped me to develop more is team working ability. Teamwork means efficient outcome and it is based on the proper communication between the team members. Accepted Kruse (2021), the more there is effective communication the conception gets clearer and the work process becomes easier as well. These skills are very effective and if a learner has these within them they will certainly get success in their targeted fields. Only having the degree is not enough along with the degree it is essential to have all the relevant skills.  
[bookmark: _Toc89174989]1.1 Presentation: Time Management Case Study 
         Introduction ;
· Concept of the time management 
· Time management problems of Donna is being discussed 
· Use of 4Ds to mitigate the identified time management issues 
         Speaker’s note:	
In this presentation, the concept of time management has been discussed in brief. The different time management issues are being stated and discussed based on the case study. Lastly, with the use of 4Ds the strategy for solving issues has been discussed. 
          What is Time Management 
· Planning, organising, and dividing the work
· It is about prioritising (Janine Schindler, 2021)
· Tracking time 
· Speaker’s note: 
          Time Management is about planning, organising, and dividing the tasks as per their importance. The main focus is on prioritising the work one of the most important activities of managing time is tracking the working hours. It is important to identify the possible causes of distraction and avoid them strictly so that there remains no gap in achieving the set goal at the given time. Another best way to manage time is to develop a routine and work accordingly so that the target is achieved and in the long run the company would not face any crisis due to time management issues.  
          Identify and list Donna’s time management problems.
· Got distracted easily by others 
· Sense of urgency was lacking
· Prioritising the work was almost absent
           Speaker’s note:
There are certain time management issues being faced by Donna like whenever she targeted to start with her study she got highly distracted by others interruptions like phone calls, celebration plans, and many more. On the other, she is lacking the sense of urgency within and fails to prioritise things. She kept her study left aside and took all other engagements.     
         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
· Understanding the importance
· Perform according to the priority 
· Complete the less time taking work first 
· Removing unnecessary tasks (Collins, 2021)
· Can hold the unimportant tasks for a whole (Young, 2021)
· Forward the urgent works to others 
          Speaker’s note:
Donna could solve her time management issue by using the 4D tool of time management. It includes Do, Dump, Delay, and Delegate. She needs to understand the importance of the task and perform it according to the priority. The less time-consuming work could be done at first. Moreover, she could hold the unimportant tasks for later on and complete the prioritised work before time so that both the work could be completed within the deadline and as well as quality work could be presented. Further, another strategy is there the learner could apply is she can forward the urgent and the most important task to someone else if there is a huge crunch of time.  
   Conclusion
· Prioritising the work was missing 
· Poor sense of urgency 
· The unimportant work could be held
· The less time-consuming work could be done first 
        Speaker’s note:
In this presentation, it has been identified that the learner has a very poor sense of urgency. She failed to prioritise her work efficiently. The possible solutions to these issues are the unimportant works could be held for some time and the less time-consuming work could be done first.  

[bookmark: _Toc89174990]2.0 Apply a reflective model and explain how the feedbacks collected on task 1 Assignment draft and through completing the activities are helping you to develop/improve on the chosen skills using specific examples.
           In task 1 it has been identified that e-learning has become the most important practice in this recent era. The rapid change in the learning process has been very much prominent because of the implementation of high technologies. The learning process is a very crucial thing that a person needs to take quite seriously. The e-learning can be conducted remotely. Though there remain certain obstructions that often make the learners face a huge problem in receiving accurate learning. E-learning has become prominent more after the advent of the COVID 19 pandemic. The institutions are providing the services to their students online so that they do not have to face in-year losses. As per the feedbacks collected on task 1, it has been identified that e-learning has both positive and negative and negative impacts. 
              With the help of Gibb's Reflective cycle, the entire experience could be measured that has helped me to improve more and develop my skills. Here, are several stages such as Description, Feeling, Evaluation, Analysis, Conclusion, and Action Plan (Wain, 2017). The e-learning mode has been the most used way of learning and in this report, the impact of e-learning on the students has been identified. I found the entire module quite effective as in this both the strengths and the weaknesses are being identified. It could be said that the e-learning mode has saved a huge time for the learners as they could reduce the travelling time and on the other hand, the energy could be saved. I have improved my critical thinking ability from here, as I found that most learners are satisfied with this process and some are complaining that they are not getting enough outcomes how they used to achieve in the offline mode of learning. 
              I felt that the communication process was quite inefficient as the connectivity issue was high. On the other many students were there who did have the capability to arrange all the necessary technologies as those are quite costly. There are students from different backgrounds, not everyone has the same affording ability, and thus, the equality in receiving an education was highly observed. From this, I learned that everything has both positive and negative aspects and here how easy the term seems like it is that hard to get adapted to the new changing phase. I would try to normalise the situation by educating the learners to stay calm and cooperate with the mentors and the same thing from the mentor's end as well. I would try to enhance my problem-solving skill in this way. Moreover, I will try to become a good listener and understand the requirement of the learners and keep a balance in the learning process. The teamwork skill will be enhanced from this practice. 
[bookmark: _Toc89174991]         3.0 Explain how you are developing the chosen skills and the tool you are using:
           I am planning to develop the chosen skills like note-taking skills. I can use mobile electronic devices like laptops, smartphones for using it instantly to take notes (Chapman and Rupured, 2021). It is not always mandatory to have a notebook and pen the work could be done with the help of these tools efficiently. Further, note-taking itself can be considered as one of the best tools for measuring time. Thus, to measure the time well it is important to use some specialised time management apps. There are various tools like the 4D rule of time management where the four stages are Do, Delay, Delegate, and Delete. Here, a list of tasks has been set based on the priority. According to Collins (2021), it is important to choose the work as per its importance and the work, which is not that important or urgent could be deleted at that point in time. 
         A framework has three components clarity, conclusions and decisions are considered as one of the effective tools for critical thinking. According to Cojocariu and Butnaru (2014), it is beneficial for the learner to exchange their ideas, thoughts and should be clear enough. When the conception will be clear, the understanding will be better and the misguidance will be thus, less. According to o Lopes et al., (2015), to enhance teamwork the use of online conferencing tools like ZOOM, Google Meet, and others would be beneficial. Meetings could be conducted easily and at a convenient time with less prior preparation. I am planning to enhance these skills with the help of these tools efficiently.  
[bookmark: _Toc89174992]







4.0 You may consider generating a Personal Development Plan (PDP) on each skill.
	Skills
	Activities
	Resources needed
	Success Measurement
	Target Date

	Time Management 
	Attending strict deadlines project  
	Relevant articles, journals 
	This could be measured when I will be able to complete my given task on time 
	6 months will be enough to achieve this skill

	Note Taking 
	I could use some mobile electronic devices to take a quick note of the content so that in the future I do not have to search for the write-up all day long and miss the deadlines or given task on time. Moreover, I could access the information well as note-taking very beneficial in this part.  
	Notebooks, digital media like laptops, smartphones, and many more. 
	The day I will be able to understand the right way to take down the parts that are important and do not have the chance to miss out on the most vital points. 
	I think it will require nearly 4 months to gain this ability successfully.  

	Critical Thinking 
	I could practice more and try to improve my ideas and thoughts. The practice could help a lot to include some uniqueness in the learning or in the future I could be able to include some innovativeness in my work process. 
	Seminars, webinars, relevant journals, or articles could be beneficial. 
	The success could be measured by solving issues within the teamwork and bringing a stable position into the business. 
	By 3-4 months I will be able to gain success in this part. 

	Team Work 
	I need to work on projects operating as teams. I need to be very much concerned about the coordination and cooperation part. 
	Guidance from seniors, going through relevant articles would be helpful. Seminars can work well 
	The day I could achieve success from teamwork would be the point of my success.  
	1 year will be required 


Table 1: Personal Development Plan
(Source: Created by the learner)
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