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Introduction:
The purpose of this task is to show an understanding of everyhting that I’ve been taught in this module and how the information I learned helped me develop my employability skills.
What is importance of employability skills for both getting hired and succeeding in the workplace?
Employability skills definition – they are skills which are needed in almost all the jobs. They are the skills that a person needs to have to be desirable for any organisation. They also include the soft skills which allow you to fit in any work environment because they help you solve problems and work good with other people. They can also be transferable skills because you can use them in any type of jobs.
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Skills:
Communication skills
Verbal communication - The importance of verbal communication can be seen in many different professional contexts. It is crucial to be able to share ideas during phone calls or even just conversations with coworkers. Candidates should research what the job requires in order to describe their communication skills effectively. Whenever the description mentions preparing presentations, the application and resume should contain references to past jobs or projects in which this skill was utilized. Communicative ability cannot only be measured by a person's past experiences, but also by how they present themselves. Communication skills can be tested by speaking confidently and participating in conversation, as these behaviors will allow an applicant to demonstrate how they work on the spot. A communicator with exceptional skills can convince the listener of whatever argument they need to persuade them of.
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Written communication - An email writer, memo writer, or proposal writer should have a proficient level of writing. When a reader can't follow an argument, it appears confusing. Flow and tone are crucial to developing good writing skills. When trying to win over a potential reader, confidence and respect go hand in hand. You can clearly demonstrate your skills in your cover letter when applying for a job. As an example of good communication skills, if an applicant claims that he has good writing skills, he may want to submit a well-written and carefully proofread cover letter as evidence of that.  
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Body language - Neither phone calls, resumes nor cover letters can describe how a person's body language appears during an interview, so prospective employees are advised to monitor this during an interview. The applicant can succeed in an interview by coming across as confident and approachable, because the interviewer will be more responsive to what they are saying. Even if your insides are shaking, sitting up straight and looking at the other person may make you seem confident. During the communication itself, one's ability to describe one's communication skills will be shown. Communication skills can be claimed by anyone, but proving them is altogether different. The confidence a candidate displays will make them more compelling than someone who relies on their resume or cover letter for proof of their skills.
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The activity I completed helped me develop my confidence more because I had to use my communication skills, verbal, written and body language for the presentation. I had to use my verbal communication skills to present my presentation which I felt very nervous about at first because it was my first time taking part in a presentation. I used the written communication skills to write the information I needed for the presentation. The body language was used for the presentation. 
I improved my communication skills a lot because now I feel more confident about the way I speak and I feel more confident in making new friends because of this. I developed my written communication a lot as well because now I know how to write information properly and I also learned new words which I didn’t know about before. My body language improved as well because I had to have a very straight and nice posture while presenting the presentation which is needed because it made me look more confident and secure on what I was doing.
Presentation skills
The ability to transmit information effectively and engagingly to different kinds of audiences can be described as presentation skills. You can improve your presentation skills by organizing your time, using body language, choosing the right content for your presentation, and engaging audience members.
Presenting skills are used to ensure that people are able to deliver their message effectively. They are one of the most valuable skills that can be possessed by modern employees. In today's world, presentations are a crucial part of the working process. Because of this, they have a profound impact on employee performance, employee satisfaction, and employee engagement.
Presenting to high school, college, and university students is quite common as well, including organizations. Students typically feel uncomfortable speaking publicly and think that they don't possess the proper skills to present the information. No matter why you get anxious about public speaking, you can improve presentation skills (Raja, 2017).
By teaching new skills, sharing information, or even selling a product, presentation skills allow people to answer complex questions with ease and inspire their audience. Having an answer to the question of why we should improve our presentation skills is more interesting. What are some ways we can do this? Speakers who are extraverted have no trouble speaking publicly, whereas introverts sometimes have difficulty communicating with an audience.
This leads to poor speeches, people not listening to them, and a corresponding decrease in self-esteem (Tuovinen et al., 2020). Improved presentation skills, however, help people become more confident and develop their ability to express themselves clearly.
There are several benefits to improving presentation skills, including better performance in marketing, entrepreneurship, management, finances, and in schools and colleges. People who improve their presentation skills improve their self-esteem and self-image by focusing on their speech patterns. Success in business or in everyday life is indeed strongly linked to a positive self-image.
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Things which you need to avoid during the presentation:
· Don't be late - any audience will appreciate your punctuality. In addition to causing a bad mood in the audience, being late also puts you under stress.
· Avoid any technical issues - Ensure you will not encounter any technical difficulties before you begin the presentation.
· Don’t read from the screen - As the audience can read from the screen too, reading from the screen bores them. Audiences expect something from the slides that isn't provided.
· Don’t go on and on - An endless presentation does not have enough time to be listened to. Ensure that your presentation does not exceed 20 minutes in length.
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The activity I completed helped me a lot to develop my presentation skills because before this, I have never done a presentation before. I learned a lot more about the tools I used for the presentation such as PowerPoint. This task helped me developed my PowerPoint skills too. 
I learned a lot about the body language and about the words I should use to present my presentation, things that are very important and really needed for a great presentation. 
I feel more confident about myself when it comes to making a presentation and presenting a presentation because, in my opinion, I did a very good job in the previous task and I am really proud of myself because of this.
Teamworking skills
Having effective teamwork skills refers to a wide range of interrelated abilities that help you work with others in a structured and empathic manner in many situations and meetings. People with good people skills and maturity are also good at teamwork, as they are able to work with others to accomplish the organization's objectives.
Teams are usually present across all departments and divisions in most organizations, so regardless of your industry or job level you will almost always be part of a team. Being empathetic and responsible to the team members helps you realize the career goals you have set for yourself, enhance your CV, and achieve the organization's goals.
In addition to teamwork's contribution to success, morale and staff retention, effective teamwork also boosts employee retention. Having teamwork skills can help you build relationships with colleagues and other stakeholders, which can influence new career opportunities, new network connections, and even deeper relationships. The ability to work together creates a harmonious office environment that facilitates teamwork for project completion.
Types of teamwork skills
Here are examples of the various types of teamwork skills that you can develop and improve gradually:
Communication - The ability to communicate clearly and efficiently is essential to effective teamwork. Communicating verbally as well as nonverbally is important. People can use their communication skills over the phone, in person, or by email. There is no one way to communicate effectively. Communicating effectively with colleagues and stakeholders depends on communication skills. Transparency and trust are characteristics associated with outstanding communication skills.
Listening skills - When you listen to what others have to say, you can build rapport quickly. By sharing thoughts, ideas, and feelings, team members are able to better understand one another. Listening can be demonstrated by asking questions, showing concern, and showing understanding and care through nonverbal cues.
Planning and organization skills - To solve problems efficiently and effectively, a team must create a plan that each member understands. Having come to an agreement on a plan, the members of the team may then organize their tasks and establish deadlines to coordinate their efforts to accomplish a particular goal.
Decision-making - If people disagree about the course of action, it is often difficult to make decisions. Taking the team's interests into account will help them achieve their goals more efficiently. Team members should be involved in the decision-making process so that they can evaluate the alternatives and choose the best option for the entire group.
Respect each other - Learning someone's name and pronunciation is the first sign of respect. Despite disagreeing with your team members or disliking them, you can respect them. By listening to them and showing that you don't take them for granted, you can show that you value them.
Tolerance - Each member of the team should be open-minded and willing to learn from the others in order to tolerate one another. Diverse religious, ethnic and racial groups should be welcomed into the organization. The members of the team must seek to understand each other's experiences, beliefs, and background in order to show tolerance. The ability to tolerate differences among team members is crucial to the development of creative solutions to work challenges.
Collaboration - Collaboration is enhanced by team members sharing ideas and supporting one another. The benefits of greater collaboration include improved employee satisfaction, increased innovation, and improved efficiency. The employees gain knowledge and skills when they pool their strengths and talents.
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The activity I completed helped me improve my teamworking skills a lot. I had to share my ideas and thoughts with my classmates. I had to listen to their opinions which, in my opinion, it made my listening skills improve more. I had to be patient with everyone and make sure that everyone agreed with everything everyone was saying to make sure that we all do the things the leader asked us to do and to make sure that the presentation was done on time. 
I feel now more confident about working with other people and I really enjoyed doing this task because I also made new friendships.
Conclusion:
In this final part of my assignment, I will discuss my overall thoughts about my experience with the topic.
I had to choose 3 skills which I explained and then I gave examples of how the previous task helped me improve the skills. The 3 skills I chose for this task were communication skills, presentation skills and teamworking skills. I gave a definition for each of them and also wrote more information about each of the skills to show that I have a good understanding of the skills used and then I explained how the task helped me improve those skills. 
Feedback from other students:
The feedback I received was a positive one, however there were some things that I still need to improve. My colleagues told me that the presentation was good, but I needed to speak louder and I had to use my body language more.
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Presentation of Job Ad. Evaluation Form 
 
	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement
 
	 
	 
	 
	 
	x

	
	Working as a team
 
	 
	 
	 
	x
	 

	
	Public speaking
 
	 
	 
	 
	x
	 

	
	Professionalism
 
	 
	 
	x
	 
	 

	Total score = 16


 
	Strongest skill
	 
Organisation of job advertisement

	Skill which requires development
	Professionalism
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