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Introduction
The purpose of this report is to reflect on Employability skills which are a collection of many skills, the knowledge of which would help me to be successful in the workplace. Using my work experience, many of the skills I have learned in this module have already developed. The opportunity to learn in details some different skills helped me to fill some gaps in my knowledge. I will explain in details which skill I develop and how this will help me in my future workplace.
I have learned about time management. It was a great experience for me to learn about the Pareto Rule and also the Eisenhower method. This was very useful because I now know how to priorities my tasks, and to know the difference between urgent and important things. Using the Gibbs reflecting cycle (Gibbs 1988) I will explain which skills are most significant for me.

Analysis
Time Management 
Time management is not optional. It is something that everyone who wants to work effectively must consider, whether formally or informally (Forsyth, 2010). The time management is not an easy job, even for those people who work on it. If I did not get my own personal system this may affect efficiency and productivity on my workplace. There are two important key factors in time management: how I plan my time and how I implement the detail of what I do. Looking back on my experience so far, I understand my mistakes. It has often happened to take a large number of tasks and engagements that are outrageous for me. Because of the great tension, failure was normal for me. This in no way helped me, but on the contrary, it affected the continued uncertainty and low self-esteem for myself. Thanks to the time spent reading the different skills I found time management, which changed me. I now feel much better prepared for my future engagements and only when I finish one job will I get a new one. In this way, I will be more effective and I will reduce my stress.

Communication skills 
 Communication is a process of exchange in information between individuals so to convey any message. It includes words, gestures, sounds, etc. It is necessary for me and for every individual to learn this skill as it helps me while talking or conveying any messages to others. It is helpful for sales and marketing person as their work is to manipulate customers mind to sell their company’s product ( Speight, Lackovic and Cooker, 2013). I understand that Communication skills are an important factor for the employer while selecting candidates as employees have to communicate with customers to buy their products and this will only attain if a person has good command over communication skills (de Guzman and Choi, 2013). Effective communication is important because it can have an impact on quality and efficiency in many areas of business. When I talk about this kind of skill, I can not mention the motivation of the staff. Encouraging group discussion will lead to effective communication that will support their motivation. Also, by freely sharing staff ideas will result in solving many problems in the workplace. In every company, whether small or large, the speed of decision-making is of utmost importance. Rapid reaction and decision-making will prevent potential losses and problems that may arise in the rapidly changing market conditions, but these reactions need to be properly interpreted in order for actions to be effective.
Effective communication between departments has led to more effective coordination. For this reason, managers must carefully consider how to send messages and what form they should take. Poor communication will lead to demotivated staff, uncoordinated departments and a lack of overall direction for the organization (Stimpson, 2005). Communication is very important to me. Not only in the workplace, but also in my everyday life, I meet many different people from different nationalities. Making a conversation with them helps me to enrich my knowledge because there is always something to be learned from people, but it has also put me in quite awkward situations. Because of my poor knowledge of different types of communication, it has occurred to me that I cannot find the right approach to a certain type of people who are not very sociable and have a small circle of communication. During the first semester of my apprenticeship at the university, I was struggling with this problem. The task assigned to me by the lecturer was closely related to my communication skills. Because of my inability to find the right way to communicate with this person, my performance struck a failure, which greatly disappoints and stresses me. I have just taken stock of the accumulated experience I already have, I totally give my failure to the weak knowledge of the types of communication.
Communication skills are not only the ability to use the appropriate language in any situation it contains the ability to listen and follow the instructions. It is very important in a difficult situation when we need to handling conflicts. When I have a situation in my work and I need to express my point of view on a particular problem or express my vision of a question I need to use a logical argument in a reasonable manner. This skill will help me to increase my confidence.
Interpersonal skills – Through interpersonal relationships, our employers could use to understand what motivates employees and how they could use their knowledge in the workplace to achieve the highest possible results. I use my interpersonal skills every day they are closely related to my emotional intelligence. The research for the 21st century shows that potential employers want to hire an applicant with strong interpersonal skills (“Employers Value Communication”,2004). The ability to show commitment in the work environment and communicate effectively is of extreme importance. 
Some researchers note that interpersonal skills are the most important skills at all levels of the job (Sheikh,2009; Smith, 2007). 
There are a lot of interpersonal skills and they are really important not only in my career but also in my live and daily communications. I will focus on some of them and I will explain why I think that they will help me in my future.
Self – confidence – Self-confidence and the right level of self-esteem could be very helpful in the workplace. By demonstrating these skills, people will more easily trust me and will also improve the way how my colleagues see me and the more serious perception of my ideas and opinions. I will also be more effective in dealing with a challenging situation and allowing new goals to be achieved. By demonstrating my positive attitude in every aspect of my work and in my dealings with my colleagues, I will create a more harmonious working environment. Also expressing appreciation for the help and work of the team I work with would make me distinguish from the other employees in my workplace that will help me in my future.
 All these soft skills are very important elements of the professional development of my skills, which I have the pleasure of refining as I study them. Conquering these personal skills are considered more socially intelligent than other people. Thanks to the knowledge I have gained during the lections and the in-depth study I have done so I can write this assignment using reflective writing I already feel well prepared to be able to at all times, regardless of the situation react. Whether this would be a situation in my work or in my everyday life. These interpersonal skills are based on my individuality and instincts, but thanks to the knowledge I can adapt to any situation. Thanks to these skills, I think I would be highly acclaimed by my employers, which makes me feel happy about the success I will have in the workplace.
I have learned about personal development which is the ability to contrast and compare the theoretical models and to connect them with contemporary problems. Thanks to this skill, I can appreciate the gaps in my personal knowledge and skills and find a way to developed and consolidate them. I can effectively prioritize and manage my time and balance my work and personal life.
I have learned about numeracy skill or in other words mathematical skills which I can find application in every profession. Knowing advanced mathematical skills would lead to better-paid work and less stress in the workplace. The numbers are more than basic arithmetic through it. I can more easily to interpret information, identify opportunities, decide which calculations are most suitable for any specific task.

Quantitative and qualitative research
I have learned about research methods which they are split broadly into quantitative and qualitative. Quantitative - Quite often, sources of quantitative data include studies conducted on the phone, online or in person. They ask the same questions to a large number of people in the same way. This kind of method emphasizes mathematical or numerical data analysis. Quantitative research deals with objective position, logic, and numbers. Focuses on figures and unchanging data. Qualitative - Before I get acquainted with the qualitative research, I thought it was less significant than quantitative research, which is a common mistake not only for me but also for many people.
Data acquisition and data analysis skills are critical to qualitative research. Although these skills are used for quantitative research, they are also needed in qualitative research. These skills are highly complex and technical and are used for statistics, but qualitative research requires a specialized and sophisticated use of these skills.
The skills of data analysis, data collection, and writing skills are vitally separate skills but overlap and connect with each other. Using my research skills, I can recognize two types of data: secondary and primary. 
Secondary data - Secondary data is information that has already been collected by some others. A good example is an encyclopedia, textbooks, magazine articles, journals, commentaries, and many others. Using my experience of using secondary data shows that this information can be much easier to work with it and can save a lot of time. Typically, the data is already sorted in electronic format, reviewed and published. Secondary data are increasing very fast by extended in the media and on the Internet. Therefore, the legitimacy of the data is used to verify the primary data. Primary data is information collected from primary sources. A good example of this are diaries, letters, interviews, observations, original documents, manuscripts and much more.

Conclusion 
Reflecting on the experience I have and the knowledge I have gained so far, I understand and appreciate many of the mistakes and weaknesses that I have admitted to my workplace. Basically, my problems have always been related to communication and confidence in the actions and work I have done. This has always hampered the development of my career. Unfortunately, I cannot change the past, but I can change the future and use all the knowledge I have gained to be successful in any undertaking that has begun.

Action plan
Through the in-depth analysis and research, I did to prepare this assistant, I was able to get to know the different skills. In my daily communication with the people I meet and interact with, I can use the communication skills that will help me in the future at my workplace. Also, of utmost importance to me is the time management. Because of my poorly organized time, I often find myself in unpleasant situations but now I better allocate my engagement thanks to the acquired knowledge I have and I have the opportunity to apply them every day not only in my everyday life but also in my studies university.

Conclusion
In this reflective report, I have analyzed some of the most important skills which I need to have at work to be successful. I analyze some of these skills and I fill my gaps. Thanks to the knowledge I gained in academic and employability skills I appreciated the importance of soft skills not only in the workplace but also in my life.
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