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Task 2: Report
[bookmark: _Toc79691906]Introduction
The term employability refers to a set of achievements that include personal attributes, understandings and skills gained by individuals for increasing their chances of recruitment in any chosen occupational field. These acquired set of achievements help them in work towards a common goal while also benefitting the workforce, community and economy of the nation (Nisha and Rajasekaran, 2018). There is a wide variety of employability skill that an individual can acquire ranging from interpersonal and personal skills, numeracy skills, communication skills, general awareness, etc. The report consists of my reflective experience of the learning module that helped me achieve 3 key employability skills namely time management, paraphrasing and summarising. The Gibb’s reflective cycle has been used for assessing the learning experience of each skill while exploring the knowledge and feedback from in-class activities.
The Gibb’s Reflective Cycle was developed in 1988 by Graham Gibbs for simplifying the learning experience through personal reflection. This is a cyclical framework which helps in consistent repetition of the experience and learn from the aspects that were either good or bad (Markkanen et al., 2020). There are 6 distinct stages in the reflective cycle namely description, feelings, evaluation, analysis, conclusion and action plan. The report uses this framework to reflect on the learning experience of each employability skill acquired by me during the module.
[bookmark: _Toc79691907]Time Management
[bookmark: _Toc79691908]Description
Time management skill is not a standalone skillset but consist of a number of other skills that help in managing and utilising the time for productive outcome. There isn’t a single tip for managing time or any time management app that can help in better utilisation of time but an individual should develop a few core skills to ensure a productive outcome within a specified timeline. These skills include organisation, prioritisation, goal-setting, communication, planning, delegation and stress management (Dalli, 2014). During the module, I became accustomed to these interpersonal skills and was able to acquire most of them effectively.
[bookmark: _Toc79691909]Feelings
Although I was familiar with the concept of time management skill and how it helped with real life employability, I was not aware of all its constituent skills. During the module, I felt that time management skills not only provide structure to the work at hand but also helps in accomplishing the goals (Grissom, Loeb and Mitani, 2015). In the beginning, it was quite overwhelming for me to get my head around so many interpersonal and personal skills associated with time management, but I was able to adapt to the pressure and handle stress effectively.
[bookmark: _Toc79691910]Evaluation
It was quite evident when learning the skills that time management was not only useful in the professional scenario but can be applied to any area or activity that needs to be completed within a specific timeframe (KORZENIECKA-BONDAR and BORAWSKA-KALBARCZYK, 2018). During the module, the in-class activity for prioritisation provided us with multiple tasks and we had to sort it based on the urgency and importance of the task. This actually helped me the most as I learned that deadline of a task should be the primary basis of prioritisation followed by other secondary aspects like difficulty, importance and time needed to complete the task.
[bookmark: _Toc79691911]Analysis
There were several good as well as bad aspects during the learning experience both of which helped me learn my strengths and shortcomings in relation to time management. When interacting in group activities, I was quite outspoken and fluent in expressing my thoughts. It is quite evident that my communication skills are excellent and this is reinforced by the feedback from my colleagues as well. On the other hand, I faced some major difficulties with planning and organising which is also key to efficient time management skill.
[bookmark: _Toc79691912]Conclusion
It is quite important to maintain a clear picture of the various tasks that need to be completed and their deadlines. Locating certain documents and keeping an updated calendar should be achieved for developing adequate time management skills. In addition to this, planning meetings and other activities throughout the day should help me stick to my schedule and make use of my time more productively.
[bookmark: _Toc79691913]Action Plan
The weaknesses and shortcomings that I have identified about myself regarding time management skills should be improved over the next 6 months and help me develop excellent time management skill. This can be done by practicing organising skills through working in both real and mock projects. My planning skills can be developed in a couple of months by taking guidance from mentors and learning from workshops.
[bookmark: _Toc79691914]Paraphrasing
[bookmark: _Toc79691915]Description
The core concept behind paraphrasing involves expressing or writing the ideas of another person in your own way or words. In a practical and professional scenario, this type of employability skill is required when it is necessary to reinforce or support your own perspective or idea by expressing similar point of view of another person (Whyatt and Naranowicz, 2020). However, it is necessary to keep the meaning of the idea or viewpoint while changing the structure and words used to describe it. Also, citing the author as original source is required even when paraphrasing them.
[bookmark: _Toc79691916]Feelings
I was quite confident about learning this employability skill as I had excellent verbal and written communication skills which makes paraphrasing easier. However, during the module, I felt that, despite my communication skills and high vocabulary, I was not aware of the techniques that is used for paraphrasing. This includes use of synonyms, changing of word class and order along with other associate changes to ensure a similar meaningful outcome (Tan, 2017).
[bookmark: _Toc79691917]Evaluation
The employability journey can be described through a pyramid structure which begins with job description and specification at the bottom, followed by the application process and interview and finally getting hired for the job. It is due to this complex set of processes that a person has to go through, they should engage in acquiring such skills first. Although I was quick to learn paraphrasing skills, there were still room for improvement with learning the techniques and making it structurally and grammatically accurate (Sun and Yang, 2015).
[bookmark: _Toc79691918]Analysis
In order to quickly learn paraphrasing skill, I had to choose one technique more than the others that would help me in expressing other’s ideas in my words. For me, using synonyms would be my most ideal choice. However, improving the other techniques would further enhance my skills for which I need to understand changing of word class and other more clearly. During the in-class activity regarding paraphrasing, I attempted few structural changes in sentence construction which were good but had room for improvement as well. Feedback from my colleagues also indicated that using synonyms might not always be a good idea as the person at the other end of conversation might find it hard to comprehend complex words of their vocabulary is not sufficient.
[bookmark: _Toc79691919]Conclusion
Thus, it is quite evident that it is due to my fluent communication skills, I was able to learn paraphrasing skills from the module. However, there are certain gaps as well that I need to fill in order to further perfect this employability skill. Regardless of my high vocabulary, sentence construction might be tricky and changing word class and order requires a robust knowledge of it. However, given sufficient practice and trying it out with my colleagues, I can soon acquire this skill and utilise it in my future professional career.
[bookmark: _Toc79691920]Action Plan
Learning paraphrasing skill can be quite fast as I already have a good hold of the language and synonyms of words. However, I would still have to undertake English lessons for a month to better learn the concept of sentence construction. Also, I can practice paraphrasing in my day-to-day activities and projects as well as with my colleagues during this month to ensure I get used to it. The module learning has been quite meaningful and helped me understand the core of language usage by providing valuable insights on the topic.
[bookmark: _Toc79691921]Summarising
[bookmark: _Toc79691922]Description
The third and final employability skill that I acquired from the learning module was summarising which is one of the key ways to communicate with clients, customers and prospective investors in the professional world. Summarising refers to the identification of the most important information embedded in a text. In contrast to paraphrasing, summarisation is never of equal length of the original text but rather the extraction of the crucial information and representation as gist of the source. However, summarising is similar to paraphrasing in terms of keeping the same meaning and refers to the original text (Cooney, Darcy and Casey, 2018). I was looking forward to learn summarising  skill from this module as this was one of the areas where I lacked sufficient skill or knowledge. Although I was good at communicating with others, I would often fail to summarise key information during group presentations which might be an issue when dealing with clients and customers in my future professional career.
[bookmark: _Toc79691923]Feelings
The ability to summarise key information is quite useful as it helps to identify what is important and can also be used for forming memories regarding what is heard and read which can later be analysed and evaluated to extract the information. In fact, it becomes a source of digested information that is quite accurate and short from the original source but can be useful in generating new text to represent the ideas of others (Marzec-Stawiarska, 2016). During the module, I felt that summarising should not only be an attempt to shorten the original text but also keep the focus on the most vital information in it. 
[bookmark: _Toc79691924]Evaluation
It essential to reformulate and condense the main ideas of the whole text which has a lot of practical and professional usage (Pečjak and Pirc, 2018). However, I initially struggled with acquiring the skill properly and needed guidance from the tutor. Although, summarising the source was quite easy for me due to my strong knowledge of the language and huge vocabulary, but I was unable to identify the vital information. As a result of this, the condensed text failed to convey the key message to my audience and affected the flow of information.
[bookmark: _Toc79691925]Analysis
When participating in the various in-class activities that involved summarising paragraphs provided by the tutor, I was unable to keep up with my colleagues. However, I was determined to improve it and tried to rectify my mistake from the feedback of my peers. I had to go through the summarising examples multiple times to finally get hold of the proper method which has been quite a boost to my confidence.
[bookmark: _Toc79691926]Conclusion
Unlike the other two employability skills, I am not even adequate in terms of professional standard when it comes to summarising. As a result of this, it may get in my way of getting employed in the future and also hamper my future professional prospects. I need to proactively continue learning summarising until I am able to acquire this skill completely.
[bookmark: _Toc79691927]Action Plan
Due to a strong knowledge on the language, acquiring summarising skill would not take too long. Practicing it from online tutorials for a month would be sufficient and I would be able to use it for my other learning activities and studies.
[bookmark: _Toc79691928]Conclusion
The experience of learning in this module was extremely insightful and quite productive for my future professional prospects. Using the Gibb’s reflective cycle to reflect on the learning experience has also helped me identify both my strengths and weaknesses in each of the employability skills. Consulting the published literature of each topic has also provided me with the necessary knowledge and I am quite confident about my progress. However, I plan on improving the key areas of weakness while further enhancing the strength areas. I would also like to acknowledge that the in-class activities as well as the feedback from my tutor and peers have helped me the most in learning during the module. I am looking forward to use my acquired employability skills in the real world and ensure a executive level job with it.
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