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Executive Summary 
Employability skills should be taught at every graduate level which is demanding as well for the success of the students in their careers. This report will analyze the essential employability skills and their importance along with the relevant templates. In this report employability skills like time management skills, note-taking skills, team working skills, communication skills are used to maintain compatibility in the life of students and reduce their anxiety levels. This report focuses on the fact that time management is very important in the day-to-day life of a student. Moreover, Donna is seen as unable to complete her task as she fails to manage time properly. 
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[bookmark: _Toc87384170]Introduction 
Employability skills are known as the set of personal attributes, related skills and knowledge in order to make an individual employable in all aspects. Higher educational institutes always try to make their students more employable by implementing and developing different methods and through exercising several measures to strengthen and to grow these skills in them. The unemployment rate is increasing day by day and graduate-level students are being seen not getting suitable jobs after completion of their course for the next 6 months to 1 year (Azmi, Hashim and Yusoff, 2018). In recent times where technology is everywhere, the job market has become more competitive than the previous times and that is why employers always look for those employees who have various employability skills in them. 
This written assessment will be based on the employability skills which are being taught in this module. The importance of the taught employability skills will be analysed along with their relevant tools. For instance, for time management skills, 4D time management will be attached. Besides this, a template on personal development plans will be drawn for overall evaluation. Each employability skill will be analysed by providing real-life examples by which the development of these skills during the module will be understood easily. Besides this, the answers to the given management case study’s questions will be given as well. 
[bookmark: _Toc87384171]Employability skills that helped to develop in this module 
[bookmark: _Toc87384172]Time management skill 
Time management skill is one of the significant employability skills that I am being taught during this module to understand how to organize and divide my time between my priorities and activities. Higher education students are required to adequately manage the overall academic time so that the challenges can be handled appropriately by fulfilling all the daily activities (Sainz, Ferrero and Ugidos, 2019). Time management is an important skill for the students especially those who are doing research in a specific field so it should be known to them to complete their assignments on or before time (Truong, 2020). Effective utilisation of time management by using the tool of 4D time management allows the graduate-level students to complete more tasks in less time by attending other works as well. If students like us use our time efficiently by making a proper schedule then it can help us to reduce our stress. This can be done by ticking off the items from the list. 
I have been improving this essential employability skill named time management throughout this module by practising more. For example, I have been assigned a lot of written assignments and projects which I have to submit within a given time. So, always what I do is make a tool known as 4D time management as well as a daily schedule like what to do at what time. 4D time management helps me in completing my necessary tasks first and the other unnecessary tasks later. I always follow my daily schedule as I have clearly divided my lunch, bath, dinner, breakfast, study, sleep, and friends hangouts time. By following this schedule and 4D time management tool I am now able to complete all my projects within the deadline. 
4D Time management Tool 
	Category 
	Actions 
	Examples 

	Do 
	Completing the tasks that take few minutes to complete 
	· Printing the assignments 
· Replying to the email if required 
· Group discussions over phone callings 

	Defer 
	Pausing the tasks temporarily that are not required immediately
	· Planning ideas for new assignment as the submission time is far away 

	Delegate
	Reassigning the tasks
	· Reworks that came for the previous assignments 

	Delete 
	Removing all the unnecessary tasks from the schedule 
	· Unnecessary hangouts frequently 



[bookmark: _Toc87384173]Note-taking skill 
Note-taking is another vital skill that I am learning in this module which is known as the most valuable underrated skill for higher education students. This skill is important as it helps the students like me to become more able and effective in pursuing the objectives of being an entrepreneur, student or even a writer. Note-taking enhances us to become successful employees in future as it helps to remember all the information as well as enable us to understand that information. It has helped me to stay engaged and active during any lectures, doing reading and revision, and so on. It helps me learn new and innovative things. It has also helped me to identify the key ideas and clarify my thinking skills. Overall it helps a student to improve retention, listening, and comprehension skills. It also helps a student to overview the whole topic and summarization is done. It helps to remember things as it adds creative knowledge to the student. After learning this skill I have learned how to write notes in an organized manner. Once we get accustomed to this skill it helps us to write notes in a reduced and simplified manner. It also helps students of all categories by increasing their efficiency in completing their tasks. It also helps them to recall their answers effectively (Joyce and Boyle, 2020). For example, it has been witnessed that a student who has applied this particular skill of note-taking in their higher studies has found themselves in a higher position as they are seen to complete their task on time. Thus this skill is seen to develop the consistency and potential level of a student by using effective strategies of note-taking (Deniozou, Dima and Cox, 2020). 
[bookmark: _Toc87384174]Team working skill 
I am learning another important employability skill during my course called team working skill. It is involved with the students and even with the professional workers in their daily lives as its ability and performance lead the project to attain success and growth. Fostering cultural humility within the team supports better intercultural group working relations and inclusiveness as well (Markey et al., 2021). I am being taught to have two things to make my team working skills more effective including growing emotional intelligence and delivering a clear vision for the entire team. Businesses are now requiring diverse knowledge and skills of teams for arriving towards success and that is why this skill is considered as the most important employability skill for the students. I am still learning effective ways of team working skills which helped me achieve common goals or outcomes. Overall it indulges everyone from the team and their ideas are taken into account. I and my team members were able to develop trust among us and resolve all our issues regarding any type of work that is to be completed. It also helps to develop a sense of tolerance which helps make all the team members strong. Effective team working skills enable us to enjoy working together within a team. However, it is difficult to work in a team with diverse ideas but it enables the team members to be self-sufficient and work efficiently (Parker et al., 2019). One crucial thing that has been noticed is that the team members have to be dedicated to completing the task properly. This skill is also helping me to develop my communication skills. For example, when a team is seen working with effective team management skills, the team members will be sufficiently working together with a common agenda. It has been noticed that when a team is seen working together it helps them to foster unity and overcome any type of challenges which they overcome on their way (Awan, 2017). 
[bookmark: _Toc87384175]Written Communication Skill 
Written communication skill is one of the important employability skills for graduate-level students which can lead them to get success in their professional fields as it is already known that successful leaders are masters in communication. Due to modern technology, this time where the world has converted from the traditional age to the digital age, business organizations communicate with their consumers through written communication procedures such as email, text messages and others. Written communication should be concise and clear and must be professional. Language is known as the medium of communication and people use it for sharing their thoughts, reactions, ideas, emotions and others (Rao, 2019). Therefore to make the communication successful, language should be well-known as well as students must know the exact style of writing while doing written communication. Written communication is essential to succeed in academics and even throughout life as well. Students after completion of their course will visit the profession where they need to utilize various ways of written communication methods including email, official letters and others. There is a specific structure for writing an email involving a subject line where the summary of the topic should be clearly stated. The body section must include the entire topic clearly as readers do not have a lot of time to read an email. So, email must be concise. Employers during the interview session consider soft skills such as communication skills as a competence that affects the employees’ performance and employability as well. 
For example, during this module, I have been asked to communicate with the educators through email regarding the assignment queries. This system has started just to make improvements for students in written communication skills. Therefore, all the time I used to communicate my queries through email which helped me to improve my written communication and I know that I have to practice more. 
[bookmark: _Toc87384176]Own Personal Development Plan 
	Goals and Objectives
	Where Now?
	Will be?
	Activity 
	Resource
	Timing 

	Want to learn the important employability skills 
	Could be better
	I have to take the classes regarding employability skills on a regular basis 
	Practicing in real life along with researching and studying through several books 
	Internet
	Within 3 months 

	Attending workshops and training sessions to learn important life skills 
	Could be better
	have to attend the classes regularly 
	Doing more practicals 
	Internet and University library 
	Within 6 months 

	Want to learn latest technologies related to my studies 
	Not in a good condition 
	Should give more time on learning sessions 
	More practices 
	University library and lab
	Within 4 acc
months 

	Want to read more academic books and journals 
	More to do 
	Should give more time to read 
	Reading practices 
	University library, online journals 
	Within 6 months



[bookmark: _Toc87384177]Conclusion 
From the above interpretations, it can be concluded that all the above-mentioned employability skills are involved with our daily lives to reach success. As all the essential and required employability skills are being taught in this module for our success in the professional field, I can conclude by saying that I have well-improved such employability skills like time management, note-taking and written communication. Time management is one of the vital skills even after entering the workplace as I have to complete the given tasks within the given time there. Written communication will also be required to communicate with others through email, letters or text messages. Note-taking will be demanding as well, especially during business meetings. 
[bookmark: _Toc87384178]Classroom Activity 
[bookmark: _Toc87384179]1. What is time management? 
Proper utilization of time can be learned from time management skills. For better efficiency and regency in work time management, skill helps the student to a great extent. For academic purposes, it is very important to manage time for better functioning of the studies. Thus a student needs to manage time, and work accordingly to the deadline so that they are not lagged. Thus a student needs to manage their urgent task and act accordingly to their submission time. This very skill helps a student to manage a task with efficiency and complete it on time. Effective team management in higher studies helps to over the anxiety of a student (Adams and Blair, 2019). 
[bookmark: _Toc87384180]2. Identify and list Donna’s time management problems. 
According to the case study, it has been identified that Donna has the habit of procrastination which lets her put off things. Here Donna could have set a timer for her assignment work to complete it on time instead of procrastinating. Lack of organization is another very important and effective skill that Donna lacks and this results in mismanagement of time. If Donna would have managed her time and organized her work completely, she would have had no problem completing her work. Another most important problem was that she was distracted with too many things on her way like her friends calling her out to play, visiting her relative’s house, going to the church, and forgetting that she has to complete a task. 
[bookmark: _Toc87384181]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. 
According to the above-cited case study it has been witnessed that Donna could have used the 4D time management strategy to overcome her time management problem and complete her task. She should have done the most crucial part, dump the excess which is not required, postpone the least important works, and complete the assigned work. 
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