Student Name: Tyrell Graver
Student ID: 2027780
Module code: BMSW 4001
Assignment title: reflective report based on task 1
Lecturer’s name: Terkimbi Atonde 
Table of contents:
Introduction...................................................1                                                                                               Time management.........................................1,2                                                                                             Note taking.....................................................2                                                                                              Research skills.................................................2                                                                                              digital skills.....................................................3                                                                                            Planning and organisations skills...................3,4                                                                                            Conclusion......................................................4                                                                                           References......................................................4,5                                                                                            Appendix........................................................5

Introduction 
In this reflective report I will be discussing key employability skills that I have developed during my time on this module. There are so many important employability skills to discuss however I chose the ones which are most relevant to my learning and which I feel have enabled me to be able to develop and enhance my overall skill set. The key skills I will discuss in this report are Time management, note taking, research skills, digital skills and lastly, planning, and organizational skills. All are equally as important as each other and when used conjunctively allow you to work at your best ability.
 Time management
The first and most important skill from my perspective that I have obtained and been able to sharpen, is time management. What is time management? Time management is the process of planning and controlling how much time to spend on specific activities, it enables you to work more efficiently and balance your time schedule. This also allows you to be more organized. Having good time management enables an individual to complete more in a shorter time period, lowers stress, and leads to career success. (Corporate Finance Institute. 2021)
I will, and have, achieved this though applying the 4D Time management strategy (do, dump, delay, and delegate). By prioritising my work above less important activities, such as playing computer games and/or watching pointless entertainment videos on YouTube, I am able to be productive with my time and complete work for university and get prioritized tasks completed. The time management and discipline allow me to complete my work ahead of the scheduled deadline, thus enabling me to upload my draft to be able to turn it in, resulting in receiving the needed feedback to correct any errors and/or faults in my work and get the best results working to the best of my ability.
A few benefits of good time management that have aided me, are stress relief, having more time to allocate towards prioritized tasks. This enables me to have more opportunities to make the most of my time, and the ability to realise goals. The implication of poor time management is poor workflow, wasted time, loss of control, inadequate quality of work and poor reputation.
Note taking
The employability skill that I used the most would be Note taking efficiently. Effective note taking helps you to remember information and aids your understanding of that information. Noting down information makes for a higher chance of you retaining that information, I have also been using the trick of writing in blue pen as it helps the brain remember what you have written more effectively. (Bridges, 2021). Once created, your notes will act as a record of your thinking, and they also provide the source material for your next creative or business project. (Blackbourn, N., 2018)
 and articles that I used to gather the credible data. 
 Taking notes forces you to pay attention in class and improves your concentration which is helpful to students who especially have a short attention span. It will help you learn. According to learning research, actively engaging with the topic by listening and then summarising what you have heard aids in recalling the information later (Dartmouth, 2021). With Note taking being a new important skill I have acquired; I will also be practicing this in conjunction with my time management skills. I have saved time by referring to my notes rather than having to search back though websites trying to find the information on the topic. These are some reasons for note taking; it boosts your understanding, aids your memory, and are used as a repository of your thinking, and they are a resource for your writing.
Research skills
At first, I struggled with finding information/ research skills because I misunderstood the assignment slightly but after reading the assignment thoroughly, I understood the information that I needed to find. What are research skills? After conducting significant study on a certain issue, research skills can be defined as the ability to deliver in-depth information, detailed analysis, and appropriate counsel on that topic. Knowing how to access diverse types of research allows you to source a wider variety of information which gives you greater opportunity to better your own understanding and broaden your knowledge and be able to apply what you have learnt appropriately. 
 It entails stating the problem, referring to reliable sources, and authoring a report to explain your findings and observations. People with research skills may identify a problem, gather informational resources that can help address the problem, assess the quality and relevancy of these resources, and produce an appropriate solution to the problem. (Reachivy.com. 2021)
Though this skill I have learnt how to not only source information but the correct information from sources that are liable and credible. After finding the information I then included it the right way using Harvard referencing for my work to be non-plagiarised. 
It is important to have a variety of research both, primary and secondary research are necessary, primary research is more credible as evidence, but I have learnt that good research consists of both primary and secondary sources. A primary source gives you direct access to the subject you research, and secondary sources provide second-hand information and commentary from other researchers. (streefkerk, 2018) to get the best quality and back up sources to support your work. and books journal websites diary entries,


Digital skills
In some ways, digital abilities make the workplace more liberating and easier to manage. Many tasks may now be completed from home or on the go, but this comes with its own set of obstacles. Because technology has made things so much faster, a customer expects more from a company. This is what makes digital skills a vital employability skill to have in one’s possession.
After using this technology to do my work, I have enhanced my digital skill. Why are digital skills useful? Digital skills are useful for several jobs in the workplace, and they may be used at both low and elevated levels of ability. The capacity to communicate with co-workers or potential clients via email is one of the most basic of these talents. 
Once you know the basics of technology your digital skill will improving over time if you are constantly using that specific electronic device, I know this because before the course began, I was awfully slow at typing on the laptop but after authoring a long essay I have picked up more speed and confidence when typing, not only that but I have started to gain more trust in my own ability and more trust in my technology also. 
I feel more comfortable using word document and search engines. Writing on a word document is beneficial as it helps with spelling, grammar, and word count, making it easier to correct mistakes for a higher quality product of work. This in turn makes for a more efficient work ethic. There are however cons to be required to submit work digitally; not everyone can afford the technology that meets these requirements which is a problem due to work being submitted online only at universities, it can also hinder people who type slowly as a pose to traditional handwritten products of work and lastly technology is not necessarily reliable, work gets lost easily resulting in lack of time to recreate it. 
In the modern society digital skills are becoming more important and valuable for the workplace, the digital age is pervading every aspect of our existence, so we must also evolve to keep up with the ongoing improvements of technology. This can be done though self-development, courses, and tutors. Research shows that to capitalise on employment that might enhance the UK economy by 12 billion pounds, the UK needs 750,000 more individuals with digital skills. (Burton, 2021)
Planning and organisation skills
A skill that has been continuously improving over the duration of this course has been my planning and organisation skills. Having such a busy schedule being a parent, working and being a student is difficult because you have to juggle your priorities and you have limited time to sit down and relax, it can easily overwhelm you if you do not plan ahead and get organized. 
People can benefit from structure as it will provide more clarity, assist managing expectations, improve decision-making, and create consistency. Organizational charts also help to delegate responsibilities, coordinate workflow, and ensure that critical tasks are completed on time. (LibGuides, 2021) It is much more likely that you will wind up with a cohesive argument if you plan your essay ahead of time. It allows you to plan a logical structure and a conclusion for your argument before you begin writing. (Kloefkorn, 2014)
For me to feel more energised throughout the day I must make sure I am eating resting and exercising sufficiently overwise I would not be able to perform at my best. At the beginning of the course I struggled because I was living a very unorganised lifestyle, once I realised this I had to make a few adjustments to my daily/ weekly plan; firstly I decided to do meal preps which saved me a substantial amount of time but it still was not enough, secondly I realised that I have time to do my university work on the commute to and from work, adding roughly one hour of my day to use for university work purposes, lastly I organized my responsibilities into a monthly planner, mapping out parent duties, work shifts, university tasks and time for hobbies. Time managing helps me organize my days and be able to feel prepared and not as stressed with balancing my lifestyle.
Furthermore, I prioritised my university work above things like video games and Netflix and made them into luxuries and rewards for completing tasks/ assignments. This gave me motivation to complete my work way before the deadline I am now ahead of my schedule.
Conclusion
In conclusion, I realised that Note taking skills, Research skills, digital skills, planning and organisation skills, all link up to Time management, if you are unable to manage your time efficiently, then retaining all these other skills becomes irrelevant as you do not have time to put them to use. The level of your time management skills is determined by the quality of the listed skills above, so for me to be more successful with my time management I will need to enhance my abilities with the other skills to use them conjunctively. 
Over the duration of the tasks completed, I have found new ways to research topics and gather information relevant to my work. On this short journey I have picked up a few employability skills along the way that I will be able to incorporate in day-to-day life. I wouldn’t only class this skillset as ‘employability skills’ because that would be closed minded, by broadening my understanding of them I have been able to utilize them in many other aspects of life therefore making them my key skills to success. From my research I gained knowledge but from actually putting them into play I have gained experience.
I think it is important to state this as everyone tends to push careers like being doctors or dentists, but nobody really accommodates or supports one's own business being launched, there is so much room for innovation and creativity in starting up your own unique businesses and retaining such a versatile skillset is vital for that, for example, being the entrepreneur/businessperson, I am I have implemented these skills to improve my business. Furthermore, through authoring this report, I have been able to develop my knowledge on each skill individually and improve my understanding on why they are so valuable to my work ethic. 
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Appendices 
Feedback
In the feedback that I received from my draft, it was brought to my attention that I had spoken in first person, which is not the correct way to author a normal report. A normal report is intended to give information and requires no opinions therefore it is irrelevant to include your personal views, this can be confusing because several types of reports tend to have similar structures, for example I have learnt that opinions are welcomed in reflective reports. From this knowledge gained, I now know the difference between them and can accommodate my work; accordingly, A normal report is to be written from a third person perspective as if you are observing from a non-biased viewpoint whereas a reflective report is to be illustrated from a first-person perspective, so opinions are valid.
 The feedback alerted me of the similarities of my report and other reports submitted. This has allowed me to correct all similar parts of my work.

