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[bookmark: _Toc120808066]Introduction:
The aim purpose of this report is to reflect upon the employability skills and knowledge I gain during the module of ‘Academic and Employability skills’ using different tools such as PDP (Personal Development plan), SWOT Analysis and also explain regarding each skill I gain what tools or methods I learn in order to strength them. As an example, for Time Management, I learn how to use the 4D and for research skills how to use CRAAP Test. Reflective reports are a powerful tool in self-development for any individual as it gives a clear view of its self-development.
[bookmark: _Toc120808067]Employability Skills:
According with Yorke and Knight (2003) , Employability Skills are defined as the transferable skills that a graduate student needed in order to become 'employable' which make them more likely to pe employed by employers in the career chose, as employers are not only looking for understanding and subject knowledge from the candidates,  are also looking for a set of skills that they want from an employee.
[bookmark: _Toc120808068]Digital Skills:
[image: ]According with Ester Var Laar (2017) digital skills are the individual aptitudes of using computer software apps such as MS office pack. In 2022 Digital skills are demanded for all the employers in any type of industry. As a student during the module I develop my digital skills such as the MS Office Package by using Excel, Word and PowerPoint by learning and exercise for in class tasks. During the classes I had to transform data in to information using CRAAP Test and excel where I develop my aptitudes to use excel and gain more knowledge regrading the program. Further during the course I was needed to do class exercises using Word and also to build a report about Blended learning and classroom learning. Working in Word to complete those it helped me further to gain more knowledge and strength may skills in using the Word document. Coming back to the CRAAP test after I complete it I was required further to do a PowerPoint presentation about it and demonstrate the skills and knowledge I develop during the module which help myself to have a better understanding in using the PowerPoint too. As an example working on PowerPoint I lean how to create now designs, how to use animations, how to create multiple slides and insert images, understand the purpose of the transition tool and explore further by playing with tools such as Charts, Smart art and Shapes.
[bookmark: _Toc120808069]Research Skills:
The ability of an individual to create new content base on the understanding of the data collection use by Analysing data, documentation of a specific subject from multiple sources in order to evaluate and validate the source data and information accuracy. During the module I had learn how to properly do my own research by given a clear understanding of how to be identified the source and it credibility named secondary research. Further I also learn how to create primary data research by using the CRAAP Test which is also can be use to measure the relevance of a secondary source too. The Definition of CRAAP Test is the tool of data collection evaluation by Currency, Relevance, Authority, and purpose. For example in order to validate and be completely sure about the information accuracy and relevance it can be applied CRAAP Test which will identify when was the information/ data published, it is relevant to the topic needed, who’s the author and way it is credible , it is supported by any evidence, and why the information exist. For a valid report as a student and even further for an organization, the skills of research are very important in order to be avoided false information’s, or obstructed, ensuring credibility and trust to the content and avoiding plagiarism. This skills it was crucial from the beginning in order to build my reports and projects for university as an undergraduate student and further will be very useful in my career. (Folk, 2012)

[bookmark: _Toc120808070]Time Management skills:
During one of the classes as a student I had been requested by the teacher same as the rest of the class to complete during the lecturer a quiz about time management which can be seen in the Appendix 1. The quiz was base on a case study which help myself to have a better understanding regarding time management and further learning how to use the 4 D theory. The time managements skills it not only gone be useful as an employability skill, this skill help me as a student too as now I know better how to Do, Delay, Dump and Delegate my weekly tasks as a student according with the task priority. As an example of how I am using the time management skills and the 4D theory as a student, I create a table down below with the tasks I need to fulfil and how I manage them within a week period:
	Do
	Delay
	Dump
	Delegate

	Study minimum 1 hour per day
	Ice-skating out post pone till Christmas break
	Watch ‘Wednesday’ Movie serial
	shopping

	Write minim 100 words for university reports
	
	
	

	Prepare my daily meals
	
	
	

	Go to work
	
	
	


As I was needed to complete my reports for university, I manage my time to not over-load myself and have enough time to complete them according with the deadline. Further I was not necessary to go for the weekly shopping supplies and I delegate them to my husband. Then I will have plenty of time after I finish all my reports and university tasks and it will start the Christmas break. So with that been said learning about time management it was a necessity that make my life easier and more organized. (Sainz, 2019) (Collins, 2018)

[bookmark: _Toc120808071]Writing Skills (academic):
During the module I develop my skills of academic written as I had been requested to complete academic reports, and also riding some academic reports for my reports research which help me to learn more new words and also to have multiple examples in how to write and academic report. At the beginning it sound a little bit hard for me but now I can do it much easily and it also help me further in the out of the student life as I know now how to write an academic personal statement, to replay with diplomacy to my emails regarding my workplace and elevate my dictionary. (Bacha, 2010)

[bookmark: _Toc120808072]Presentation Skills:
[image: ]As I previous said during the module I had been designated to create a PowerPoint presentation about CRAAP Test and further to present it in front of the class. With that I develop even more my presentation skills which further I will use them during the university course and then in the future organisation I will need to work for. As an example, possessing the presentation skills and learning how to speak, and act, how to use my body language and my voice tone in order to present lets say the current position of the organization I will work for in the future, in the market industry, or using my presentation skills in order to present new solutions or ideas for a company where I will work for in order to help that specific organization to grow. (Mahdi, 2022)
[bookmark: _Toc120808073]Evaluation:
After I reflect on my employability skills I achieve during the module, next I have to look further in what skills I still need to improve by using TOWS Analysis. This analysis tool is defined as the extension of SWOT Analysis that is linked the strength, weaknesses, opportunities and the threats of the individual (Weihrich, 1982):
	Strengths
	Weaknesses

	Presentation Skills
Digital Skills
Time Management skills
Research skills
	Writing and communication skills
Teamworking skills

	Opportunities
	Threats

	Improve my writing and communication skills in English by interacting and study more at university which further will link to building new networks. 
Building new relationships and expand my network it will also help me to improve my team working skills

	I am afraid of not being understand regarding my point of view.



As it can be seen in the table above, I link my weaknesses with my opportunities and further I link my threats with mi strengths. Having strong presentation skills and research skills I can argue and explain my point by using relevant sources and body language to minimize my issue of communication skills regarding English language.
[bookmark: _Toc120808074]Personal Development plan:
Further step in this report after I evaluate and reflect on my employability skills is to create a Personal Development plan, also known as PDP. This self-development tool it help the individual to set goals that it will help him to grow as an individual in to the society.
	Goal
	Action
	Resources
	Measurement
	Time

	Improve my  Writing and communication skills 
	By reading more articles, improving my vocabulary, socialize with others and writing on my reports for university
	Text books
Dictionary
Audiobooks
Subjects to write about, colleagues to communicate with
	Lecturer review
	6 months

	Improve my Teamworking skills
	Working more in groups during my study at university, also learn to study in groups.
	Group reports and group exercises during the class, a quiet location where I can study with other students
	Lecturer Review,
Feedback from colleagues.
	1 year



As the PDP is done in the above table, it can be seen that in 6 months I will be able to improve my communication skills by building connections, focused more on study and become more friendly. Also I will be able to measure it by receiving a feedback/ review from my lecturer in the marking criteria of my future reports where I will be able to see the improvement. Further learning how to work with others by going to study groups in the university location and also working with my colleagues for class activities it will can be measurement by group project marking criteria of the lecturer. I give more time for the teamwork skill to achieve as I cannot know exactly if I will have in the next semester or till the end of the year group projects given by the university but I will try my best to improve them. (Kneale, 2004)

[bookmark: _Toc120808075]Conclusion
In conclusion I develop more during the module as I strength some of my existing skills such as Writing skills and research skills by learning new methos and theory to improve them. Further during the module I learn new skills and new methodologies such as Time management, presentation skills, how to use CRAAP test and the feedback from the lecturer help me to have a better view of how I should improve myself even more. Then working on this reflective report and applying TOWS analysis it gives me a better understanding regarding my current situation and what other employability skills I still need to improve such as Communication skills regarding English language and my teamwork skills. By creating the Personal Development plan I had next enable myself to set my desire of self improvement and transform it in to an actual plan to improve my communication skills and teamwork skills in a realistic, measurable and a specific amount of time which means I am on the good path, I learn a lot during the module and I still have a plenty room for improvement which will further going to also strength my self confidence and give me more motivation to pursuit. 
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This activity is about completing a set of questions regrading the time
management case study of Donna:

Question 1: What is time management?
Answer:

According with V.P. Jackson (2009) Time Management is a toll used especially
in the big organizations to undertake, manage and plan the tasks of the N
company.

Question 2: Identify and list Donna’s time management problems.
Answer:

According with the case study Donna did not plan her activities in time and did
not measure the importance of each activity, the important tasks had been left
for another day and the unnecessary ones had been completed. As an example
instead of study and complete her assignments for university instead left out
with friends.

Question 3: 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

Answers:

Donna could successfully to undertake her tasks if would apply 4D :

Donna 4D:
Do Dump Delay Delegate
-Clean the room - Go out -the visit of her | - ask a colleague
-Study for with uncle from work about
assignments friends the notes
-Set alarms for
every each day

that contain an
activity
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