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Executive Summary.

Dolyle, A (2018) demonstrates that, Employability skills are skills and traits needed in nearly every job.  A number of opportunities has been achieved with a procedure that certain skills are considered while filling and taking up the internally and externally advertised jobs. This follows a criterion with specified skills one must have to be recruited.  Therefore, this reflective report was generated to introduce to students, graduates, employees and employers the necessary skills one must have to be readily available for employment.

Wax, D (2018) states that, Clearly being an expert requires an immense working knowledge of your subject”. Therefore, in the job market today, it is a must for one to have skills in order to be employed. This enables one to standout for recruiters to ear mark and create space for exposure to the opportunity. Skills like communication, time management, positive attitude, team work, self-management, willingness to learn, confidence, resilience and thinking skills. All the above skills are vital for a work place.
Introduction.       
The purpose or aim of this reflective report is to give an insight on the academic concepts, employability skills that I developed while at the university undertaking a course certificate of higher education in skills for the work place, show the underlying research strategies I acquired, and the employability skills that I need to develop in the future for credibility in search of employment opportunities. 
Pennington, Mosley and Sinclair (2013) note that roughly three-quarters of employers agree that students using their careers service had a head start in the graduate job market. 

When Employers are trying to recruit, they consider a number of things basing on the category of job. They consider eligibility of the candidates where they disclose the key responsibilities, required education level, experience and competence. 
Key responsibilities involve roles an eligible candidate must play for effective performance. Required education involves the level of education attained. The job is specific and may require a certificate, a diploma, a bachelor’s degree, associate degree and PhD depending how it is stated. With experience, one must certify that they have worked before in a related field which in most cases has an added advantage towards a candidate that qualifies because it might take him a small time to catch up with a new system that deals in the same. Competence involves the skills one must have for the available job such as computer literacy, result oriented, confidence, ability to work effectively, and ability to multi-task. 

Employers are required to include and specify addresses where job applicants are supposed to submit their applications which may either be hand delivery or online applications through e-mail addresses or portals.
Discussion.
Insight on the academic concepts
Here I will explain the phases, chapters that the tutor taught us while in class that help one to be organized while at a work place, strategizing for promotion and searching for employment as well.
Paraphrasing. I learnt that to give more meaning formats to your work. The content in your essays must be detailed fully in a sense that it must be summarized. Making your work brief, concise and precise attracts more readers to understand and not wasting a lot of time. Paraphrasing as well helps you to demonstrate and write words in your own understanding, revise your writing, compare it to the original and read the text a number of times until you know its meaning. 
Research methodologies. I as well learnt about methods that help to gather information in discrete and continuous formats. The methods included Questionnaire, Observation and Interview. All the methods listed above have advantages and disadvantages but some are more advantaged than others like the interview and questionnaire. 
Summary writing. Learning to reread what you write, using the appropriate summary language and using your own thinking and words while generating a report. I learnt that normally it’s a good practice to use words, phrases and brief notices which represent big numbers of words. It again shows the person who is teaching you that you have read and understood what you are writing. This will help me in presentations and giving speech basing on the major points.
Plagiarism. This is about copy and paste. It involves using the original information from the original source. For example copying and using the same information from an author’s website, text book, articles or journals. I was taught that if you to decide to use authors’ information, you must credit the source of that information including its authors. 
Punctuating. While in class, the tutor got us involved and as well put emphasis on using exclamation marks, question marks, commas, colons, semi-colons, full stops, round brackets and many more. All these help to correct reading and understanding of either hand written or printed text.
Personal Development Plan (PDP). In addition to the above, we were taught and given tasks in groups, here we sharpened our skills and as got united. From this I learnt that this is where one sets their goals from and make plans for improvement and prospects in whatever that they do. I will therefore employ this method while at a work place to improve my employability and potential such that I can create a breakthrough for wealth attainment.

Cover Letter. This the part that helps you to market yourself while looking and applying for job opportunities. I therefore learnt that a cover letter introduces to the employer the type and kind of position that you’re applying for, qualifications that you have and how you are qualified for that particular job. 

References. According to me and how I understood, to reference simply means that you must have done your work basing on another person’s work but again this helps to acknowledge the contribution of a writer. We were taught how to reference using the Harvard referencing style where I learnt that with this style, you start writing the first name of the author, initial of the author’s second name, year of publication enclosed in brackets followed with the title of the book, journal, article, blog and concluded by the publisher for example 
Curriculum Vitae (CV).  This is a generated document that helps a recruiter to simplify work for the employer and clearly gives a person’s experience and other qualifications for a job opportunity. In this document, you include personal background of your skills, education levels, hobbies, and experience attained. This will help me to write a professional CV for myself such that I can easily be picked out from other applicants.
Employability skills acquired

This part of my report explains that for one to be employed, they must be successful in a way that they are ready and have a number of skills. These skills help one to make critical decisions, solve problems, develop respect and in the end these will help me score the organization’s goals at my current workplace and where I will be called another job opportunity.  
Communication. Formal communication involves following directions, learn required technology, oral presentations and in generating reports. I learnt that to communicate effectively, you must pay attention to details that you must have the ability to listen, read and react positively. This will help me to gather and bring many ideas to use while at my work place or in another job environment where I could be employed. 

A work environment requires you to critically think with no exception that your ideas will be left without but rather weighed and put to use. I learnt that if you concentrate, read through the question and internalize, you find answers that are relative to what the question needs. This will help me to gather ideas towards solving a problem.

Presentation. I learnt that a number of skills while presenting that if you’re giving out your points to the audience , you should not be distracted by those who question you in the middle of the presentation but rather stay focused and flow right information and later get to questions from the audience about the presentation.
Team working. I learnt that working in group(s) helped me to become resourceful because we successfully achieved the goal of group presentation where we combined knowledge through communication and made work easier and achieved in compiling it within a slated period of time.
Confidence. With self-assurance, I can speak to Individuals of all kinds and categories. I learnt this while I was told to present my assignment to the tutor and in group presentations. This will help me to communicate effectively while at my workplace and even where I will apply for another job opportunity.  

Scivicque, C. (2008)."When I speak, my ideas are listened to and considered thoughtfully. I’m sought out by others to weigh-in on topics of debate. I have an entire library of past work I can reference. In short, I feel knowledgeable and empowered."
Stress tolerance. This causes diseases like high blood pressure, breathing difficulties and many other more. I therefore learnt that it’s good to stay calm without being carried away by fear and mistakes are for all human beings. It is good develop from your challenges. 
Willingness to learn. I learnt that you must be resilient if you want to know and learn a number of things towards improving yourself at a thinking stretch. This will help me to be updated on a number of things in independently and on a business aspect
More so Resilience is another skill that was learned while in class. I learnt that you can always recover from a difficulty that is if you are willing and self-realistic and this will help me not to give up even when I’m facing challenges at what I will be doing at my work place.
 Analyzing underlying research strategies I acquired 
Interviews. I can now seat at an interview panel and be amongst a team that interviews candidates for employment. I learnt this technique and it will help me to gather more information before a job interview.  It involves another two ways on how it is used. This involves oral interviews and written. With oral recruiters ask questions and you reply face to face where as in written, they set questions in form of an exam and you answer them. 
Furthermore, Observation is another research technique that I learnt from class. I got it clearly that you can use scientific instruments like audio recorders and video cameras to capture information. With non-scientific methods you acquire information from the primary and using your abilities like listening and seeing what’s going on. Therefore this can help a researcher obtain information however at a lesser extent because the generated problems are the researcher may have to physical be at scene or ground or either in all angles to capture what is required which has never been a simple task.  
Another type of research technique that I learnt is the Questionnaire approach. You can obtain information by asking questions. These questions include open-ended and closed-ended. Open ended questions allow a variety of answers from the members participating though disadvanted as hard to examine while recording or coding for the actual information.

Hale, J (2011) States that, “Descriptive methods are pretty much as they sound because they do describe situations. They do not make accurate predictions, and they do not determine cause and effect”.  
Employability skills that I need to develop in the future.

However much I have got the soft skills and hard skill that are recommended by the employers for employment, I need to have other skills that I have found important for better work performance and add credibility in search of employment opportunities as stated below; 

· One is Interpersonal Communication. This involves writing serious business e-mails and learning different workplace languages that I can use to effectively communicate well with all the employees. 
· I as well need more Computer skills like being well conversant with using computer programmes to do work, I need to know programmes that do accounting, analyze data and help in decision making.
· Marketing. More training is needed when I get a more challenging role. I need to know how one acquires product knowledge with good business sense.  This can help me to sell out myself and as well be promoted time to time hence growing my career profession.  
· Project management. I stick lack some techniques when it comes to planning and organizing work schedules. (planning and organizing work schedules)
· Competence. I still have fear though not much to battle with most experienced individuals at my work place. I therefore I will have to upgrade such that I can be able to greatly represent myself either academically or verbally
Recommendation. 
Every employee, graduate and recruiter must have employability skills both soft and hard because all the skills are applicable in any work place. Skills help in very many ways to simplify tasks. Therefore being that employers or recruiter consider skills, I support them in particular because it is the only way to go. 
Conclusion.
Employability skills are a must for one to acquire and be successful for a job opportunity. Both soft and hard skills are a requirement if one has goals of becoming successful and moving a professional career above the academic ladder of knowledge. 
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