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Introduction
The aim of this report is to reflect on my own learning journey, as a student studying for a Certificate in Higher Education Skills for the Work Place. For the module Academic and Employability Skills, I was asked to write a reflective report.  It is a great pleasure to write about the things I have learned in this module because I find their applicability in my everyday life, in the relationship between an employer and an employee, employee-colleagues, but also for possible interviews for employment. I look at these as a core package of things that everyone in business, management and customer service needs to know and also have them. For this assignment, I chose to use the Gibbs Reflective Cycle method. Gibbs' reflective cycle consists of six steps: description, feelings, evaluation, analysis, conclusions and actions.
In writing this assignment, I will use the resources published in Moodle, the Program of Study Handbook, the Internet, but also other books that I will note during the referencing step of this assignment. I will also reflect on the applicability of the information I have learned along the way at my workplace.






Description
It is not sufficient simply to have experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated. And it is generalisations that allow new situations to be tackled effectively. (Gibbs, 1988)
Throughout this semester I learned about Leadership, Team working, Time management, Communication, CV, Cover letter and how to write a good reflective report. In this assignment, I will describe, and I will give examples of the materials we have studied to understand these concepts. I will also explain what I have learned and the applicability that those concepts have in my workplace.
The concepts mentioned above have been taught at classes, but I also practice at home reading the bibliography the teachers gave to us.
Feelings
I am currently working as an Assistant Manager at a grocery which is selling eastern European food and products. My position requires excellent leadership skills, time management skills and team working and analytical thinking skills. I also have four employees in charge. The responsibilities I have are not just to coordinate the team, but they are also part of the team. I have the same duties at work like the rest of my team, plus administration responsibilities such as stock management and accounting. In order to complete a regular shift at work, I have to know how to work in a team, how to coordinate my team in order to get the results I want, but also, I have to know how to organise my time in such a way to be time efficient. 
Before the module started, I felt insecure in some points. Not because I did not have the knowledge, but because I knew what I need to do, but the lack of documentation in this area made me go home and think if what I did today at work  was well done or if I could manage my time more proper, find a way for everyone to be more productive, including myself. I was thinking about how to improve my relationship with colleagues and how I could form a team to believe in the same way, to have the same goals and the work that we make together to be as relaxing and productive as possible.








Analysis
I have learned that a leader innovates, is original, develops, focuses on people, inspires confidence, has a long-term vision, asks what and why is himself and doing what needs to be done. I have also learnt that the analytical skills are a bucket of skills, focusing on the ability to collect and analyse information, solve problems and make decisions. These strengths can help solve a company’s problems and improve upon its overall productivity and success. It is also in active relation with time management because, all the employers look for employees with the ability to investigate a problem, but also to find a solution in a timely and efficient manner. An analytical thinker will identify the issues, will organise the information because once all relevant information about the problem has been collected, a good leader has to coordinate and integrate all the pieces in a way that will provide with insights and ideas that can be used to draw appropriate conclusions and discover real solutions.   
Last but not least we also learned about CV and cover letter. Other two essential skills for those who want to find another job or for those who are at the beginning of their career (as we are in college) and do not know how to put on a paper sheet the experience and the studies they have got until now. The cover letter is also useful because it provides detailed information on why a person is qualified for the job that they are applying for. I learnt that this shouldn’t repeat what is in the CV, it should describe why a person is suitable for that vacancy. I also had support from my teacher in order to create my CV and cover letter. (Morgan P. 2017).
Authority could be characterized as an expertise that influences individuals to comprehend to pick up a specific course, and furthermore the pioneer must pursue a similar intensity of the brain. Initiative isn't the specialist of an association however it's a peculiar quality identity which pulls in the normal individual. It is additionally an important expertise which everybody in a supervisory or the board position ought to have.
Time Management is viewed as a standout amongst the most imperative abilities under the trough's necessity. A precept has been said 'Once the time has gone it never returns again'. In this quick moving world, time is valuable and it's been considered as cash so time ought to be used legitimately. The primary highlights of the time the board are to sort out the work appropriately and in a legitimate time, dealing with the gathering in an explicit day and age, to use the spare time. In my work environment, the supervisory crew is worried about the time the executives to make the business' progress.







Evaluation
 I think about that it isn't workable for each person to accomplish their objective in the explicit day and age if it's not been overseen legitimately. The procedures of time the board are vital for ensuring ideal dimensions of authoritative efficiency. Through the use of such procedures, the organization appreciates a continuous stream of the business activities because of its underlayed creation plans. I have attempted to use the strategy for SMART destinations in my working environment with the goal that I can guarantee that the dimension of business efficiency does not get diminished by any means. Savvy destinations contain the qualities of systems that are explicit, quantifiable, reachable, reasonable and time-bound in nature (Yammarino et al., 2010).
The adoption of the strategy of SMART objective within my workplace would result in an enhanced level of productivity of the individual employees thus ensuring that our shop remains the first choice of our customers in terms of east European food and products in Grays. The revenues and the profits would remain secure and the brand by the implementation of this business strategy could maintain an advantageous position in comparison to its business rivals in Grays, Essex.
With the quick improvement of society, the rivalries between organizations are additionally expanding, what the business needs for the alumni are centered around the degree as well as give careful consideration to their employability aptitudes. So as to win their rivals in the furious rivalry, bosses need graduates who have a wide scope of aptitudes to convey to the workplace and need the representatives with multi-talented to satisfy a wide range of jobs. (Foster, 1998, p.4). So graduates who coming into the workforce must have what it takes required by businesses.
Today, best have the person running capability isn't enough, and I will prove this in my place of job and at some stage in my dwelling within the United Kingdom Also, this can be prove with the information and knowledge I gained through this module. An ever increasing number of works require a group of individuals to finish together. Work in gatherings can accelerate the advancement of work and furthermore through conceptualizing to make a superior thought of the organization. For example, I organised a brainstorming session at the end of our shift with my team in order to promote some wine products that wasn’t popular in terms of our customers choice. Everyone put his or her idea on a flipchart and then we voted the best proposal. I proposed that every Saturday we can offer to our 18+ customers a glass of wine for free and also, between 2 pm-4 pm we can boil the wine in a traditional Romanian style and we can try to promote the winter Romanian culture through this wine. After three weekends of selling a “new product” (which was the same as we had, but not boiled) we had hundreds of customers asking for boiled wine every Saturday. The sells increased and after five weekends the stock was empty. If I didn’t organise that brainstorming session with my team, probably that wine was still waiting to be bought.


Conclusion
The improvement and increase of the man or woman profession within a grocery are dependent on the growth of objectives of overall performance and obligations. Through this technique of development, the character will become efficient in contributing closer to the organisation’s success and boom. This in flip, enables the grocery in tackling the aggressive, demanding situations inside the marketplace with utmost ease. Person duties and capabilities can be evolved into numerous kinds of approaches inside a company. The character inside the due route of its training in his unique domain can accumulate knowledge through the strict abidance to the recommendations and advice imparted by the trainers. (Verhoef et al., 2009). 
“Employability skills are defined as skills required not only to gain employment but also to progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions.” (DEST 2002a)
Here, every piece of the taught information, every thought I had during the courses, every bit of information that I have read in the books finds its application. Only at work can you see how vital the conscience and knowledge you have learned in the course are. There are no negative things regarding time management, leadership, analytical thinking, team working, CV and cover letter writing skills. There are also no negative things for every single piece of information and employment skill taught throughout this module. It is evident that the people who are aspiring to a leadership position should have those skills and you can practice them by reading about these concepts, but also in the workplace, gaining work experience and interact with customer needs and vision.
For me, every single piece of information was not just useful for my workplace but enhanced my employability skills, my knowledge and my vision about my future career as a manager. I want to improve and dedicate myself improving these skills, and, I want to help other people from my workplace writing a better CV, a proper cover letter and, I want to improve my manager to increase the productivity.
As a pacesetter, I will empower others by way of encouragement, offering the proper gear, cultivating a vision that consists of all of us, for my part and collectively to take possession. I can admit to my shortcomings when wanted. I can encourage others to behave thru my moves and phrases, both oral and written. I will continue searching for to task myself and expand as a pacesetter, on the equal time; I'm able to guide and mobilise others to do the identical. In becoming a more talented SPL, I've discovered how to encourage others the use of examples and excitement.
When implemented to an older adult learner it's miles sometimes less difficult to have them see how something works in place to inform them to do it. After this module, I don't have any questions that a worker who has a first-rate degree will select up an exceptional starting level. Because a first-rate diploma permits representatives to open the entryway of finding a profession, be that as it may, a diploma by myself is not sufficient, bosses need appreciably more from their alumni representatives, they need people can carry benefits to the corporation and permit the business enterprise in an active position amid the livid competition.
Through comprehensive studies, I summed up a few varieties of employability capabilities that maximum needed by companies. Afterwards, I worked a plan for myself. I’ll stick to the program, and I wish that it might help me enhance my employability abilities after I finish it. I'm able to additionally visit seminaries, workshops and conferences to gain greater know-how about management, time control and analytical thinking.
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