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[bookmark: _Toc88694025]INTRODUTION

This is a reflective report on how I have improved and developed my employability skills. Using Driscoll’s Reflective Model.
Looking back, I was very apprehensive when I started this course because I did not know what to expect. I became so confused at the beginning that I thought of quitting. I am so grateful that I did not quit because I have learnt so much through this course, than I have in my entire life.
My communication skills, Digital skills, Presentation skills and Time Management Skills have improved tremendously. This has helped me to acquire a job as I was able to communicate effectively, as well as using my digital presentation skills to get my point across without issues.

EMPLOYABILITY: the ability to get a job and maintain the job (getting and keeping a job). It is having a set of skills, knowledge, experience, understanding and personal attributes to get a job and maintain the job.
 SKILL:  Knowledge and expertise acquired through experience or education.

EMPLOYABILITY SKILLS is therefore:
An acquired knowledge or experience that enables a person to get a job, perform well on the job to maintain and keep that job.

Using DRISCOLL’S MODEL OF REFLECTION, this is my journey so far.




















· WHAT WE LEARNT IN CLASS

[bookmark: _Toc88691172][bookmark: _Toc88694026]PRESENTATION SKILLS: Is a form of communication through visualization and the use of slides to deliver.
Communication: is the means of conveying or imparting an information through verbal (oral), written, visual (the use of images), non-verbal (body language, facial expressions, hand gestures, listening and giving feedback.
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[bookmark: _Toc88691173][bookmark: _Toc88692736][bookmark: _Toc88694027]Good communication skills enable us to share our points of view and ideas with others and understand information from others more accurately and quickly 
To deliver effective and engaging presentation, one needs to consider the following:
· THE STRUCTURE: - How do you get that point across to your audience during the presentation? Know what you are talking about and use repetition to emphasize your point. In class we watched videos of Martin Luther King and Steve Jobs, they capture their audience and keep them focus on their message till they finish.
·  The structure of the presentation should look professional and appropriate for the audience. A good structure helps the presenter to stay on topic, calm, and avoid awkward silences. 
We learnt to practice and research the topic to acquire more knowledge to be able to answer questions, to leave enough time for question and answers and be honest with the answers.
· We learnt to be at the venue before the audience and run through the presentation to make sure everything is in working order. Practice how you will improvise if things do not go according to plan (prepare for any eventuality).
· THE PURPOSE OR AIM: -The purpose and aim of the presentation should be clear and precise. 
· THE AUDIENCE: -Know your audience, use the appropriate visual materials or print outs. Example If the presentation is for children or very young people, then the use of visuals and colorful materials will get their attention but if you are to present to cooperate executives, then there will be a need for print outs for notes reading etc.
· DURING THE PRESENTATION: - You must look professional in appearance neatly and nicely dressed. (First impression).
You   must have a hook at the beginning something that will grab the audience attention and then the main message shall follow, the body of the presentation should connect with the topic and the aim of the presentation.
Be sure to make eye contacts and make use of repetitions to get your point across.
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· SO, WHAT DID I LEARN: followed the above process in a job interview and got the job and have been working there since April 2021.

· NOW, WHAT I WILL DO IN THE FUTURE
Effective presentation is where the purpose or intentions of the message is fulfilled in the best possible way. One must know how to present the information or the idea effectively, simply, clearly, and accurately, to avoid misunderstanding and misinformation so no jargons. 
1. Know my audience.
2. Dress appropriately and decently.
3. Choose the appropriate material.
4. Practice, practice, practice.
5. Get to the venue at least an hour early to set and run through to see if everything is working as should.
6. Find ways to improvise if things do not go according to plan.
7. Give enough time for question & answers.
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· WHAT WE LEARNT IN CLASS:
[bookmark: _Toc67594912][bookmark: _Toc88691174][bookmark: _Toc88694028]DIGITAL SKILLS:
Capability to use technological tools, communications instruments, and systems to send and receive information. (en.unesco.or/news/digital-skills)
It is the modern way of conveying information, and it is indispensable in the 21 century.

· SO, WHAT DID I LEARN? 
Having the right digital skill is not only essential for employment, but it also has a significant benefit for day-to-day management of our lives. From video chats with family and friends to submitting assignments, setting up Teams or Zoom meetings for convenience, checking and sending emails, finding, reviewing, organizing, sharing information successfully, managing data properly, data protection, using different online resources and tools to help us study and engage effectively and remotely, accessing news bulletin to keep up with current affairs, search, and research.
Digital skill helps us to be safe online and avoid errors as files and data information can get into the wrong hands with just one click.

· NOW WHAT I WILL DO IN FUTURE:
When I started this course, I only had an idea about what PowerPoint and Excel computer programs software are, but now I know their functions as well as how to use them effectively. I have used Microsoft Forms to collect DATA, used the data to generate charts on Excel and used the chart on PowerPoint slides for a presentation. I have also made a tutorial video on Microsoft Streams tutoring others how to find their Grit score, highest UK academic qualifications and how to use Microsoft Forms to generate Data.
Every organization wants to employ people with up-to-date knowledge in digital skills as it is not only essential for the employer but also beneficial for the worker in communicating(emails,), problem solving, transactions, managing files (creating and editing, storing), search, research for information which improves productivity. 
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[bookmark: _Toc67594913][bookmark: _Toc88694029][bookmark: _Toc88691175]TIME MANAGEMENT: 
[bookmark: _Toc88694030]the process of organizing and planning how to divide your time between specific activities. effective time management enables us to do more within a short  time which promotes success in career building, lower stress levels.
It is how we plan and use our time sensibly and wisely, not wasting it. In essence being time wise.

· WHAT WE LEARNT IN CLASS:
Learning the best way to manage my time was a huge hurdle for me. I always leave things till the last minute even when I do not have much to do. But after enrolling on this course, I find myself struggling to keep up with my studies as I try to joggle with being a mother, a student, and a wife. So, it came as a huge relieve when we learnt about time management in class. I learnt some much needed time management skills when we learnt of the 4 Ds.
1. Do:  urgent and important, things I must do myself as is of uttermost importance and urgent.
2. Delay: things I can do later when I am less busy.
3. Delegate: reassign, ask others to help with tasks or things they can help with to get it out of the way.
4. Delete or Drop: cancel task that are not necessary or could be done without.
· SO, WHAT DID I LEARN: I have delegated some of the work to the children. For instance, the children do all the housework, my partner helps with the shopping, I have limited phone chats to important phones calls and hardly watch tv which give me more time to concentrate on my studies.

· NOW WHAT WILL I DO IN FUTURE:
 For instance, I know I am very alert early mornings, so I will prioritize my tasks and perform the most important and urgent ones immediately so that I do not miss deadlines and not end up stressed. Planning and prioritizing mean better performance and efficiency, being able to focus on the task at hand, less stress and overall, producing the best work
[bookmark: _Toc67594914][bookmark: _Toc73358538] 
[bookmark: _Toc88691176][bookmark: _Toc88694031]CONCLUSION
 The skills I have acquired so far from this course (He Cert Level 4 in Health and Social Care) has given me the confidence that I needed to go out there, and I feel prepare and able to face anything as far as job proficiency and education is concern. I have a clear vision of how best to manage my time so as not to be stressed and be able to perform well both in education and the workplace.

My communication skills are better than it was, I now know how to get my point across precisely, speedily, and meaningfully avoiding communication barriers, most of all, I am very pleased with my digital skills. 
We live the technology and digital age so being able to know, understand and use Microsoft word, Microsoft Excel, PowerPoint and almost all the Microsoft 365 Apps as well as other digital devices including the social media to my advantage, put me in a better position than I was before this course. 
Please see the attachment reference 1 improvement and will see how much I have improved.
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	[bookmark: _Toc67594915][bookmark: _Toc73358539][bookmark: _Toc88691177][bookmark: _Toc88694032]REFERENCES 1

	Notes (Students need to tick the box [to the left] to confirm the respective attribute has been completed)
	Needs Improvement
	On track to Meet expectations

	Title Page
	1 Have you included the title of your work?
2 Does your title page carry:  Student Name, Student ID, Module code, Assignment section and Lecturer’s name?
	☐
☐
	X☐
☐X

	Table of content
	3 Did you include a table of content?
	☐                

	 		


	Introduction
	 Does your work have a suitable introduction which identifies the topic?
5  Does the introduction give the reader a plan of the main themes/concepts that you are going to examine in 
     the work? 
This plan should not be merely description, but give some indication of analysis. These themes should be mentioned in the introduction in the same order that they are mentioned in the actual work. It is worth looking back over your draft introduction once you have finished the work so that you can edit it to match the actual structure of the finished document.
   Suggestion: Your introduction should be approximately 10% of the word count.
	☐
☐


     
	☐X	
☐X


     

	Main Body
	6 Is there evidence that you have read widely on the topic?
7 Are there clear headings to enhance clarity and have you put each main point in a separate paragraph (each main point may take up more than just one single paragraph)?
       Make it clear in your heading or at the start of a new main point what you are about to examine.
       Make sure your  paragraphs are linked in a  logical manner (i.e. Your work should flow from one point to another)
8  When you make a point or argument in the work, or give a factual statement, do you provide evidence that supports it? This evidence will normally be given by referring to research that has been done by others eg. books, journal articles, websites.
This is why it is important to read widely on your topic.
9 Did you provide recommendations and use examples, tools and models where relevant to support your work as per your Assignment brief?
10 Did you reference clearly, using a consistent Harvard referencing style, where you have used the ideas or work of other people?
      Suggestion: Your main body should be approximately 80% of the word count.
	X☐
☐


☐

     
☐

☐X
	☐
☐X


☐X

     
☐X

☐

	Conclusion
	11 Does your conclusion address the work question?
12 Is your conclusion supported by the work and evidence you have produced in the main body of the text? If the answer you give here contradicts the evidence you give in the main body of the work, then you need to either reconsider your conclusion or the evidence you have used in the main body.
13 Does it  summarise  the main points? Your conclusion should not introduce new points or evidence which you haven’t mentioned elsewhere in your work but should be a short reminder of the points you have made in the main body of the work.
     Suggestion: Your conclusion should be approximately 10% of the word count.
	☐
☐

☐

     
	☐X
☐X

☐X

     

	
Time management, Referencing, Information search and Plagiarism.
	14 Was the Draft submitted on time?
15 Have you used a variety of sources (eg. books, journal articles, and websites)?
16 Are all of the references that you use in your work (in-text citations) shown in the reference list at the end of your work?
17 Is the reference list constructed in alphabetical order?
18 Does your Turnitin similarity level indicate that, your paraphrasing skills are good and there is no plagiarism?
	☐
☐X
☐X
☐X
☐

	☐X
☐
☐
☐
X☐


	Layout
	19 Is your work neat and well presented?
20 Is it in the correct word font and size? You will normally be told what to use at either the start of the course or when given the assignment. Ask your tutor if you are unsure.
21 Has it been edited, proof-read and written within the word limit?
	☐
☐
☐
	☐X
☐X
☐X
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