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Introduction:
In this report I have discussed some skills because this module has helped me in developing these skills. At first, I have discussed about employability skills and I have selected three employability skills which are time management skills, communication skills and presentation skills. I have discussed how time management has made me to do my work in time and how presentation skills have developed in my work. I have also used Personal Development Plan that how I will manage these skills and what action I would take to learn all these skills. in the last I have given conclusion along with reference and appendices.





























Employability Skills:
'Employability skills are described as abilities needed not just to find work, but also to advance within a company in order to reach one's full potential and contribute successfully to the company's strategic goals.'
Organizations are now paying a lot of attention to the employability skills of graduates, regardless of their degree, yet there is no consistent benchmark of employability abilities. What employability skills graduates should have been determined by the actual working conditions of the organization, and each company has its own set of criteria. "Effective communication, teamwork skills, problem solving skills, self-management skills, planning and organizing skills, technology skills, life-long learning skills, and initiative and entrepreneurial skills" are the results of a wide spectrum of literature study.

Time Management skill
Developing the ability to manage your time well can help you improve overall usefulness. Excellent time management skills assist me in planning my daily responsibilities and events. Such qualities also enable me to meet your deadlines. In this post, I have defined time-usage abilities, provide examples of time-usage abilities, explain why it would be important, and look at how I can improve overall time-usage abilities. What does it mean to have time management skills? Time-management skills are those that help you organize one’s time effectively so that you can be more productive. Learning to prioritize tasks will benefit my career, as time-management skills are essential transferable skills that can be used to any job. 

Time management is crucial for a variety of reasons. Throughout this lesson, I discovered various tactics that are best suited for your personality in order to create excellent planning, evaluation, and self-control. Because I am better organized, I will be more productive if I adopt good time management tactics.
I've learned how to make smart goals, which are a wonderful way to add structure to your personal time management approach. Smart objectives (Concrete, Observable, Feasible, Practical, and Scheduled) are a terrific way to add some framework to your leisure time strategic approach.
While working on this module's assignment, I established a wise goal for myself, such as determining what the assignment's precise meaning is and what they are requesting in the assignment. On the other side, what should the duration be or when will I be able to complete it? Is this task doable in the time allotted, taking into account my workload and resources?

In this module I have also learn how to set weekly priorities like every week I have to take a class and during the class we have some activity to be done so I have to manage the other work because I don’t want to skip the class that’s why I have set weekly priorities that I have made the time of my class free from other work. I have made a list of tasks that require my immediate attention so I create a list at the end of every workday. this module has made me to make weekly priorities that has helped me a lot in managing time as well as I has also release the stress that I was facing.
I also avoid multitasking since, while it may appear to be beneficial, it diverts your attention away from your primary activity. Regular breaks provided during the lectures also assist me in focusing on the work assigned by my lecturer.
There's a direct link between an employee's time management and their involvement at work and in other areas of life, according to study published in the journal Work and Career paths. As a result of mastering this module, I now have more control over my time and am free of anxiety, tension, and despair. Which I will utilize in the future at work and at home as I go about my regular activities.

• Written Communication skill
Written communication skills are all those qualities that seem to be necessary for expressing oneself clearly on paper. Whereas individuals possess many similarities in terms of linguistic relational ability, there are also notable differences. Whereas nonverbal communication and tone of voice are used in verbal contact to convey meaning and tone, written communications relies on linguistic structure, emphasis, and word choice. Developing cohesive relational talents necessitates effort and detailed attention to detail.

Writing abilities are essential for effective communication. When compared to face-to-face or cellphone talks, good writing skills allow you to transmit your message to a far bigger audience with clarity and ease. By completing assignments, this module has aided in the development of written communication abilities. Writing a report was one of the tasks assigned to me, as well as many other tasks that we accomplished within course. Though writing a report as an assignment was initially tough for me, as time went on, I discovered that I was improving my skills. This module aids my ability to write in plain language. Also important in written communication are grammar, spelling, and punctuation. By proof reading, I am able to complete my assignment while also having my lecturer proof read it in draught submission, which allows the teacher to assist me if there are any errors.
In the future the written communication skills that I have learn in this module will help me in workplace as in the workplace there is a need to write a report, a business case, an executive summary and a press release so this skill will help me to complete the task. On the other hand with this skill I will be able to write a job application, CV or résumé, together with a really strong covering letter. A good LinkedIn profile will also help me application to stand out from the rest, as will managing your online presence effectively.

•Presentation skill
Because an effective presentation gives the impression that you know what you're talking about, you'll gain the audience's faith and they'll be forced to pay attention to you. A structure provides a logical flow, allowing you to provide the information that the audience requires to comprehend your programmed. The structure will support you in becoming more receptive to adopting this stream. Presenting has a certain structure, and the design that goes with it formalizes this loop.
At first, I felt really difficulty in presentation there were many common mistakes that I make were:
• Allowing your nervousness to have the better of oneself
 • Read a script word for word
 • Communicating extremely rapidly
 • Failing to engage the audience
By doing small activities during the class in this module has helped me in gaining good skills on the other hand some tips by my lecturer also help a lot which are:
·  Be well-versed in your field. A successful presentation needs strong material, so be assured you've done your homework.
· Make sure all of your materials are in order. If your notes and visual aids are simple to utilise, your presentation will go much more smoothly.
· Stay away from the lecture. Engage your audience using visual aids, questions, and activities.

· Pay attention to one’s nonverbal communication. Stand tall, smile, and create eye contact with people. Bothersome behaviours such as chewing gum or twitching should be avoided.
· PRACTICE! Make sure user go over your entire presentation with your student’s numerous times prior presenting it to them. Perform it both alone and in front of an audience.
· Get in the habit of resting. It will be easier to control one’s usual anxiousness throughout your presentation if users practise beforehand.
· Make a list of quick speaking points. To avoid being compelled to read, write just the keywords or crucial aspects on sticky notes.
· Start slow. Slowing down your speech will keep you from getting using unnecessary fillers like "ummm" or "ahhhh."
These tips help me a lot in learning this skill. As it is very important because presentation is the skill that made first impression. Even in my future carer presentation skills are really essential aspects in terms of health care as we need good presentation skills for conferences, internal meeting, interviews, cultivating client relationship and telephone calls. This skill will help me in near future after completing my degree. I am now learning more related to this skill during my module because this will have a huge impact in my future goals which I want to achieve.


















Personal Development Plan:
Personal and professional plans are primarily concerned as a formal channel through which individuals or an individual determines their goals, strategies, and outcomes as a result of their learning, whether through training or personal experiences. With the use of skill evaluation, I was able to identify some of the attributes that need to be further developed. When it comes to evaluating skills and knowledge, it's critical to remember that they must be enhanced through time and put to greater use in order to reach desired corporate goals (Bates.et.al, 2016). This has been discovered that in order to make the necessary adjustments, it is necessary to assess one's own strengths and shortcomings in order to generate precise information on the regions that need to be addressed. Motivation, interpersonal skills, and in-depth understanding, on the other hand, are among mine qualities that help me in health and social care or motivate my subordinates to perform on it. These abilities also aid in the efficient execution of other tasks at work. On the other hand, I am limited in terms of communication, time management, and planning, as well as technical expertise. In addition, I lack trust in my ability to make quick decisions and consequently want assistance at upper levels of experience. Furthermore, with the professional growth plan, I will be able to get a better sense of the aspects that need to be addressed within the specific timeframe (Pedler.et.al, 2013).
	
Goals
	
Actions to be considered
	
                  Resources
	
Present score

	
Improving my time management skills
	By defining goals, I will provide a solid solution for my work to be completed in a certain time frame.
Limiting the amount of time you have to complete things.
Make greater use of your schedule in the long run to better organize your time. Create a list of all the timeframes for projects and tasks.
Attending lectures on time management techniques or incorporating it into our curriculum. I'm studying a time management textbook.
	
 Online resources available on internet.

Setting organizational targets and time bounds goals.
	
Low

	
Improving my presentation skills
	Putting your all into forming a team, keeping it together, and communicating.
	
Taking on projects and completing them on schedule with the assistance of a team, as well as studying books and online courses
	
Low

	


 Improving          communication skills
	


 Prioritizing communication and practicing writing through lessons.
Taking communication classes improves one's ability to interact with people.
	

 Practicing with internet channels on a regular basis and creating a typical personality.
To enhance my vocabulary, I read a lot. Additionally, I give talks.
	

  moderate



























Conclusion
There really is no wonder that staff members with a good degree will have an excellent starting point, as a good degree helps employees open the door to finding work. However, employers expect much more from their graduate employees; they want employees who can bring benefits to the company and put the company in an invincible position in the face of fierce competition. I compiled an eight-part list of the most in-demand employability skills based on my comprehensive study. I also created a personal SWOT analysis based on employability skills and a self-assessment test that I found on the internet and via actual experience, which helped me become more self-aware. After that, I devised a strategy for myself. I'll keep to the plan, and I'm hoping that after I finish it, it will help me improve my employability abilities. And I hope to pick up new abilities in the future.
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Feedback task-1:
Task 1
1) I would suggest your to limit the number of positive and negative points to 3/4 each and explain them a bit more in detail.

2) You need to make recommendations to the Dean of the Birmingham Campus on what he should do. They need to be practical and applicable in Birmingham.

3) Make sure you provide in text citations to acknowledge where you got the information from.

4) Check your similarity by submitting in the draft submission link.

Let me know if you need any further clarifications.
2
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Evaluation Form.    

 Notes   (Students need to tick the box [to the left] to confirm the respective attribute has been completed)  Needs Improvement  On track to Meet   expectations  

Title Page  1   Have   you   included   the   title   of   your   work ?   2   Does your title page carry:    Student Name, Student ID, Module code, Assignment section  and Lecturer’s   name?  ☐   x  x   ☐  

Table of content  3   Did you include a table of content?  x                 ☐                

Introduction  4     Does   your   work   have   a   suitable   introduction   which   identifies   the   topic?   5     Does the introduction give  the   reader   a   plan   of   the   main   themes/concepts   that   you are   going   to   examine   in           the   work ?     This   plan   should   not   be   merely   description,   but   give some indication of analysis. These themes should be mentioned in the  introduction   in   the   same   order   that   they   are   mentioned   in   the   actual   work .   It   is   worth  looking   back   over   your   draft   introduction   once   you   have   finished   the   work   so   that you   can   edit   it   to   match   the   actual   structure   of   the   finished   document.       Suggestion:   Your   introduction   should   be   approximately   10%   of   the   word   count.  x   x              ☐     ☐              

Main Body  6   Is   there   evidence   that   you   have   read   widely   on   the   topic?   7   Are there clear headings to enhance clarity and h ave   you   put   each   main   point   in   a   separate   paragraph   (each   main   point   may   take up   more   than   just   one   single   paragraph)?           M ake   it   clear   in your heading or   at   the start   of   a   new   main   point   what   you   are   about to examine.           Make sure your    paragraphs   are linked in a    logical   manner   (i.e.   Your   work   should flow  from   one point to   another )   8     When   you   make   a   point   or   argument   in   the   work ,   or   give   a   factual   statement,   do   you provide   evidence   that   supports   it?   This   evidence   will   normally   be   given   by   referring to   research   that   has   been   done   by   others   eg.   books,   journal   articles,   websites.   This is why   it is important to read widely on your topic.   9   Did you provide  recommendations and  use examples, tools   and models where relevant to support your work as per your Assignment brief?   10   D id   you   reference   clearly,   using   a   consistent   Harvard  referencing   style,   where   you   have   used the   ideas   or   work   of   other   people?           Suggestion:   Your   main   body   should   be   approximately   80%   of   the   word   count.  x   x       x             x     ☐  ☐   ☐       ☐             ☐     x  
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Conclusion  11   Does your conclusion address the  work   question?   12   Is   your   conclusion   supported   by   the   work   and   evidence   you   have   produced   in   the main   body   of   the   text?   If   the   answer   you   give   here   contradicts   the   evidence   you   give in   the   main   body   of   the   work ,   then   you   need   to   either   reconsider   your   conclusion   or the evidence you have used in the main body.   13   Does   it   summarise   the   main   points?   Your   conclusion   should   not   introduce   new   points or   evidence   which   you   haven’t   mentioned   elsewhere   in   your   work   but   should   be   a  short reminder of the points you have made in the main body of the  work .         Suggestion:   Your   conclusion   should   be   approximately   10%   of   the   word   count.  x   x     x            ☐   ☐     ☐            

  Time management,  Referencing, Information  search and Plagiarism.  14   Was the Draft submitted on time?   15   Have   you   used   a   variety   of   sources   (eg.   books,   journal   articles,   and websites)?   16   Are   all   of   the   references   that   you   use   in   your   wor k (in - text citations)   shown   in   the   reference   list at  the end of your   work ?   17   Is   the   reference   list   constructed   in   alphabetical   order?   18   Does your Turnitin similarity level indicate that, your paraphrasing skills are good and there is no plagiarism?  ☐   x   x   x   x    x   ☐   ☐   ☐   ☐    

Layout  19   Is   your   work   neat   and   well   presented?   20   Is   it   in   the   correct   word   font   and   size?   You   will   normally   be   told   what   to   use   at   either the   start   of   the   course   or   when   given   the   assignment.   Ask   your   tutor   if   you   are   unsure.   21   Has   it   been   edited,   proof - read   and   written   within   the   word   limit?  x   ☐   x  ☐   x   ☐  


