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Artefact 1: Microsoft word introduced a new feature that enables an individual to improve performance at workplace and at university level. Dictate is one of the advanced features that take audio and convert the audio into text. Office 365 offers an online version of Dictate that helps an individual to complete word documents easily.  It requires a proper internet connection and a microphone installed in the system that catches audio and converts audio into text format. Dictation is useful in cases where an individual lack writing skills and does not require physical location access to use the dictation feature. An individual can easily add text by giving commands required to add punctuation marks or to reach any part of the page just by giving a command over the system. It requires Microsoft 365 in a system to use this feature by using the mic and an individual can also check on screen what appears after speaking or giving the command and can make required changes by giving commands (Sinlapanuntakul et al. 2021). With advantages, it also comes with some demerits that it also catches background noise, and which leads to creating more errors in the text. 
Reflection: To convert handwritten presentation Dictate can be used that supports an individual to convert the presentation into document format. It also supported me to complete assigned tasks and projects on time and it also ensures accuracy and quality work and eliminates manual errors. Reduction in manual errors also improves overall performance. 
Artefact 2: Strengths support an individual to grow and develop, analyse weaknesses as well as supports an individual to identify skill gap and make required changes that can contribute to improve strengths and eliminate the impact of weaknesses. Strengths like effective time management, confidence level, and leadership qualities are all required to achieve an effective position at the workplace and get the desired output. Identifying weaknesses is also important as it enables an individual to make essential changes and achieve quality results. Working over weaknesses and using strengths supports an individual in growth and development at all university levels and in the workplace. All individuals should engage themselves in performing personal SWOT analysis that shows foreseeable changes that may impact individuals' goals and objectives (Herman, 2017). Knowing own strengths, weak points, opportunities to grow and threats that can impact growth is an invaluable advantage which everyone should seek for. 
Reflection: My strengths like time management skills, leadership qualities and confidence to speak in front of a large number of the population supports me in getting self-recognition at university and will also help me to get a competitive position in the market and the workplace. To grasp opportunities and eliminate threats an individual should be aware of their strengths, weaknesses and so forth, so required changes can be made to enhance performance and achieve a competitive position. 
Artefact 3: To improve employability skills an individual should first focus on performing a SWOT analysis on their own. An individual should also focus on identifying the requirements of an organization in which it is planning to enter and effective communication support individuals to communicate requirements. Participating in various activities at university, also at the workplace supports an individual to develop new skills and knowledge. The environment also plays an important role in promoting creativity and innovation in the workplace which supports an individual to achieve a competitive advantage. Self-management and teamwork all contribute to improve employability skills that also help in gaining a competitive position in the workplace (Nisha, and Rajasekaran, 2018). Participating in different types of activities and programs also contributes to develop new skills and knowledge such as critical thinking, communication, leadership skills and many more. 
Reflection: I participated in different types of activities and programs at university that also contribute to develop new skills and knowledge such as critical thinking, communication, leadership skills and so on. Active participation in activities also supported me to build a positive image and reputation in the market. 
Artefact 4: The blog “How to implement meeting free days at your company” states that according to large number of senior managers online and virtual meeting are ineffective and unproductive. Managers working at higher authority should focus on organizing meeting that boost productivity and communicate message effectively (Recruiteeblog, 2022). 
Reflection: To boost employees morale and improve production process managers should focus on implementing best method that results in getting optimum output. 
Artefact 5: The article ‘Everything You Need To Know About Employee Management’ helps to understand importance of employee management.  It represents importance of employee management and key benefits that supports the organisation, and what steps can be taken to effectively manage employees. Different tools are also used by the business organisation (Time Doctor, 2022). 
Reflection:  By analyzing the article I developed an understanding related to employee management that is also among the important function performed by the human resource team. Human resource team focus on engaging employees in creative projects that contributes to retaining employees. Performance of employees is also measured to offer them rewards and benefits that motivates them.  
Artefact 6: There are different sources through which an individual can find jobs according to the requirement. LinkedIn is also among the source that is widely used and allows an individual to manage a career, get updates about business organizations, connect with other business and get to know more about those companies, find a suitable job, research companies and apply for the job. To apply on LinkedIn an individual must upload all detailed information about their education, past experiences, extra skills and qualities that are important to get the best suitable job. LinkedIn is used by many individuals because it offers various benefits like initiating the connection, easy to apply to get a job, best employment opportunity, an individual can also get alerts related to a job vacancy in a particular organisation support business organization to create positive brand value in the market (Moreno-Delgado, Orduña-Malea, and Repiso, 2020). 
Reflection: LinkedIn will support me to get the desired job by applying online through connecting with business organizations I want to work with. It also enables us to examine and understand the business requirement and assess skills that our skills and qualifications match the job requirement or not, and work on improving. LinkedIn also plays an important role in ranking universities according to student's employability skills and this also supports hiring companies to segment students easily. 
Artefact 7: The Bucks graduate includes four types of attributes that are leadership and self-development, knowledge and its application, creativity, social and ethical awareness and responsibility. Leadership and self-development focus on developing different qualities like integrity, respect, courage, create awareness, and gratitude all contributes to building effective leadership qualities. An individual also learns through watching others and getting experience in what to do and what to avoid at the workplace or in university. At university, an individual learns a lot and develops knowledge that is essential to implement at the workplace to get quality work. Creativity also comes from curiosity, experience, taking initiative, observation, growing intelligence level etc. social and ethical responsibility shows increasing awareness, appreciation and understanding between the environment and human beings. All individuals have some responsibilities that are to be fulfilled to present respect towards the environment. While pursuing graduation students develop a variety of skills and knowledge that supports them in developing employability skills (Wong et al. 2022). To get the desired job and effective working environment an individual should make extra efforts to learn new skills and knowledge that can support in achieving desired job role. 
Reflection: I developed leadership qualities at university that also act as strengths that can support gaining a competitive position and getting paid according to qualities. All individuals make efforts to get a good pay scale and secure a future and develop different attributes such as creativity, generating awareness regarding social and ethical responsibility, which will help me to frame the most effective and successful decisions. 
Artefact 8: There are different sources through which an individual can collect academic information such as books, journals, articles, websites etc., but there are chances that information collected through different sources is reliable and accurate. Four main elements are considered while selecting the best source such as relevance that represents the uniqueness of the content and the requirement of content in work. Authority represents the source through which information is collected, accuracy shows that all information collected should be truthful, reliable, and must be correct to evaluate results. The purpose which helps in evaluating the presence of biasness or prejudice in the data collected through different sources. The list of online sources includes Google Scholar, JSTOR, Google Books, a library of congress and many more (Halevi et al. 2017). Google Scholar is mostly used by students to site references and collects information to complete assigned projects and assignments on time. 
Reflection: I have used various sources to complete assignments such as Google Scholar that help me to cite references and give credit from where all information mentioned in the assignment is collected. Different academic resources supported me to prepare and complete projects and assignments within a limited span and lead to good marks; this also contributes to develop knowledge that supports an individual to get desired job role.
Artefact 9:
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The job description includes all detailed information from education history to experience which contains the job title at the top and covers all important elements like the responsibility that is to be performed by an individual at the workplace. Sometimes job description also includes required skills and knowledge, it's an overview of the job and if any candidate feels eligible then can easily apply for the job. Person specification also includes all required skills and knowledge that an individual must have to perform the required job role. The job description also includes location and job summary with performance indicators through which an individual's performance is measured at the workplace. Adding words like management, content, analysis and many more an individual can attract more recruiters as they also increase the potential of an individual to reach many recruiters. An individual should also add skills and qualities that attract more recruiters (Morgeson, Brannick, and Levine, 2019). It is the responsibility of the human resource management team to prepare effective job description and person specification that is easy to understand and contain all required information. 
Reflection: Job description helped me to identify the requirement of the job profile and the company's requirements. I can easily get a required job by mentioning all the required details in the LinkedIn summary section where I can present my ideas and showcase my personality. Different factors are used to get a higher rank in a LinkedIn profile with the help of algorithms. 
Artefact 10: 
	Demand for Artificial Learning and Machine Learning Experts
[image: ]

[image: ]Artificial Learning and Machine Learning Experts are in great demand because organizations look forward to implementing new technology to be competitive in the market. Experts are demanded in business organizations dealing in different sectors like medicine, finance, health, education, finance etc. To be competitive and get the required job students should focus on continuous growth and development and learn new skills and improve their knowledge to gain a competitive position in the market. Changing technology also affects the job market and students at the university level must have adequate knowledge related to employment opportunities in the future. Students should have proper information and technology knowledge and should upgrade the knowledge that is required to gain a competitive position in the market and get a pleasant pay scale that also contributes to improve living standards.
  



Reflection: With the changing trend demand for IT professionals, software engineers, artificial intelligence and machine learning is increasing. Engaging in a continuous learning process will help me to learn new skills and develop knowledge that will support me in performing better in the workplace. I have collected academic information through various academic blogs that helped me to complete assignments with detailed information. Educational blogs also contribute to spreading awareness and knowledge among students and other people. 
Summary: 
The number of artefacts discussed above focuses on the importance of the course which is taught in raising the employability skills and what all actions by which an individual can identify best Jobs in the market. The artefacts have discussed on various skills from Microsoft word to self-evaluation to see the personal and professional level skills which will be used to develop an effective plan to increase employability skills. It has discussed on the ways by which employability skills can be improved. Various skills are tested via 2 artefacts where blogs and articles are considered and it is evaluated and rephrased, ad their role in the development of employability skills. LinkedIn has been considered as the portal for finding suitable jobs and both pros and cons are considered. The role of academic integrity has been shown, and how all  elements and activities in the artefacts support the individual employee to get the desired job. The changing job scenario with technology change has been discuses which affects employability skills.
The new features such as Dictate and immersive reader are being shown the assignment has tried to check whether the students know all of the activities and if they know then how they can improve. Self-evaluation is of great importance as it allows making further decisions while ways are being asked by which employability skills can be improved which are mainly communication and leadership skills. Some of the attributes are being discussed and their role in employability skills. The development of knowledge about the job description and person specification has been very effective as, it allows one to have detailed of all knowledge and skills required for a specific or dream job and this supports in planning learning of the activities and development plan. 
Developing knowledge of new jobs and the impact of technology leads to new job requirements and leads to employability skills, and the last artefact has been discussed on same topic, as well as, how students need to learn new things to adapt to those skills and achieve their dream job. It has been recommended that the artefacts are different and allow to have practical examples, although there is a need to have general knowledge of role of specific practices to their skill development such as, role of LinkedIn in skills development via its various online tests that can make the profile stronger and certified, improving the chances of employability.          
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