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[bookmark: _Toc100203289]1.0 Introduction
This report will describe the vast spectrum of employability skills obtained in this program. Employability skills are a collection of transferable skills, accomplishments, or personal attributes that help someone succeed in their chosen area of work. Employability abilities aid a person in various settings, improve critical thinking and help solve real-life problems (Rasul et al., 2012). An employee with strong employability abilities may provide a company significantly more than an employee with mediocre employability. These talents distinguish between working and jobless men (Saunders and Zuzel, 2015). A wide range of employability skills will be discussed in this report, along with a reflective model to demonstrate the author's improved employability skills.
[bookmark: _Toc86874075][bookmark: _Toc100203290]2.0 Employability Skills:
Three employability skills that were gained during the curriculum will be discussed in this report. Time management, written communication, and research are the three skills.

[bookmark: _Toc86874076][bookmark: _Toc100203291]2.1 Time Management:
It is the process of preparing and carrying out the plan on time. Time management is a critical ability to possess. This also implies that everyone who inherits the time management ability is capable of meeting the deadline. Completing a task on time boosts the workplace's efficiency and effectiveness (Gregorio et al., 2019). Additionally, it boosts an individual's productivity. Employers that hire recent grads appreciate persons who have a strong ability to manage their time effectively. Numerous polls of companies suggest that this is one of the most desired soft skills among job hopefuls.
[bookmark: _Toc86874077][bookmark: _Toc100203292]2.2 Reflective Model for Time Management:
My daily schedule is really hectic. My mornings used to begin early and my nights ended late. It wasn't so much because of my part-time work or domestic responsibilities that I used to sleep late, but more because of my inability to keep track of time.
Feelings: At the end of the day, I used to be really weary and fatigued since I used to spend a lot of time after activities, but I couldn't complete all of the essential activities on time. I wanted to boost my productivity so that I could finish all of my tasks on time.
Evaluation: I felt more productive each day when I began organizing my work according to the 4D's of time management, and that feeling of pleasure kept me motivated to finish my job on time (Murrar et al., 2022). I became sidetracked and wanted to skip work on occasion, but my drive to be content with myself at the end of each day kept me going.
Analysis: The most difficult thing to do before attempting to live a planned life was to begin being on schedule. It was challenging to get started and continue, but once I was satisfied with my output after each day of hard work, I didn't want it to stop.
Text: This program taught me how to effectively manage my time. I wanted to learn it since it is one of the most important soft skills for a brighter future.
Conclusion: This was my first talent, and it provided me the motivation to learn more. My productivity rose as a result of better time management, and it feels fantastic to finish work on time.

[bookmark: _Toc86874078][bookmark: _Toc100203293]2.3 4D’s of Time Management:
To improve my time management skills, I used the 4D model. The 4D is covered in the following paragraphs:
Do: There have always been certain jobs that have to be completed within a certain amount of time. I added them to my "to-do" tasks list and went on to accomplish the task. For instance, responding an email or writing down my daily duties.
Dump: I weighed the penalties of not completing each assignment and chose the least significant (Breevaart, Bakker and Demerouti, 2014). I contemplated dropping an activity if it was insignificant and did not correspond with my aims. For example, ineffective meetings, spending too much time on social media, and so on.
Delegate: After that, I assessed the essential need of my doing each duty on my own. I considered delegating the assignment if the actions might have been done by someone else.
Next, I assessed the importance of each activity depending on my availability. If the chores required to be finished right soon, they were placed in my "Do" activities; but, if they could be completed at a later time, they were postponed. Meetings with my peers, for example, or fresh project ideas.
This curriculum has placed a high value on time management skills and has established deadlines for each of its assignments and homework, all of which have aided in the development of my time management abilities. Despite the fact that I arranged my schedule to keep me on track, I was unable to arrive on time for all activities owing to distractions and interruptions. Finally, in week three, I began to feel the benefits of my perseverance and hard work.
[bookmark: _Toc86874079][bookmark: _Toc100203294]2.4 Written Communication Skill

A good command of written communication is essential. Frequently, applicants' resumes are rejected because they fail to communicate effectively in writing. Grammatical mistakes are often the cause of email rejection. As a result, having written communication skills is critical for properly articulating the importance and urgency of the email/task (Murrar et al., 2022). It is also a crucial ability that improves the reader's attention, the report's trustworthiness, and so on.
[bookmark: _Toc86874080][bookmark: _Toc100203295]2.5 Reflective Model for Written Communication Skill:
Description: Due to my lack of written communication skills, I was having a lot of problems. I wanted to be able to communicate well in writing.
Feelings: I used to be quite frustrated with my inability to write well, and I wanted to improve my ability to express myself in writing. Now, I'm happy with my written communication abilities.
Evaluation: Throughout this experience, I have learned a lot about English grammar and vocabulary, but it has been challenging to stay focused among all of the distractions and interruptions (Scott et al., 2017).
Analysis: The potential to be a better student and communicator has pushed me and given me the motivation to keep working hard.
Task: This module gave me certain written projects, such as a report, which helped me improve my written communication skills.
Conclusion: This skill has not only improved my employability, but it has also made me a better student since it allows me to quickly do duties such as note taking.
[bookmark: _Toc86874081][bookmark: _Toc100203296]2.6 5C’s of Written Communication:

Readers of any kind of written communication expect perfect grammar in the reports, articles, and journals they read. Correct grammar builds credibility and prevents readers from being misled. I've spent a lot of time studying English grammar and writing a lot of paragraphs, all of which have been reviewed using Grammarly software, allowing me to create immaculate essays and reports (Rosenberg, Heimler and Morote, 2012).
Concise: Redundancies enhance the potential for misinterpretation, and the primary purpose of the text becomes confusing to the readers. I researched redundancy and tried removing them from my writing by constructing paragraphs.
As a result, the writing must have a clear goal. I've learned to use bullet points, new paragraphs, and other techniques to draw the reader's attention to the most important information.
Cohesive: The writer must deliver the work in accordance with the primary aim in order to preserve a coherent flow of thoughts. It is reader-friendly due to the usage of an introduction, factors, and a conclusion (Andrews and Russell, 2012).
Controlling: A graphical picture is simpler for any reader to see than a lengthy text while trying to understand a tough issue (Martínez-Cerdá, Torrent-Sellens and González-González, 2020). It's critical to provide a graphical illustration to keep the flow of thoughts under control. In order to do this, I have improved my Excel skills.
This programme has given me written projects, such as a report, which have helped me improve my written communication skills. In terms of textual communication, I followed the 5C approach as well. I'm not perfect in my writing, but I'm pleased of how far I've come and how hard I've worked to get here.
[bookmark: _Toc86874082][bookmark: _Toc100203297]2.7 Researching Skill
The term "research" literally means "to look into deeper" a certain issue in order to understand more about it. An induvial's research capacity is defined as the ability to seek, retrieve, identify, assess, and arrange knowledge on any subject (Suleman, 2016). It's a valuable talent to have. It enhances an individual's critical thinking, analytical skills, dissemination, and problem-solving abilities. In order to improve my research skills, I used the CRAAP model.
[bookmark: _Toc86874083][bookmark: _Toc100203298]2.8 Reflective Model for Research Skills:
Description: Research is an important talent for every university student to have, and I wanted to learn it to develop numerous abilities such as critical thinking and problem solving.
Feelings: There was no specific pressure to improve these abilities, but I was driven by a desire to be a better student.
Evaluation: Learning is usually the greatest part of an experience; reading additional books and asking in-depth questions about each subject and finding solutions was both inspiring and challenging. It takes a long time and a lot of work to develop this skill (Smith, 2010).
Analysis: I set a goal for myself to learn this talent. I wanted to expand my soft skills and step out of my comfort zone.
Text: Class lectures and recommended books have enticed me to develop research skills in order to demonstrate my capacity to think critically and solve complex issues, as well as to ask questions to learn more about a subject.
Conclusion: As I continue to study, I am learning more about research. It has improved a variety of abilities, including critical thinking. This will assist me in learning more and improving my employability.
[bookmark: _Toc86874084][bookmark: _Toc100203299]2.9 CRAAP Model
The acronym CRAAP stands for current, relevant, authoritative, accurate, and purposeful. This CRAAP exam was created by Sarah Blakeslee to help people improve their research skills (Washer, 2007) .
Currency: The term "currency" relates to how current the information is. Currency poses two key questions: when was the subject first published, and when was it last updated? Is there a need for up-to-date information on the subject? This question has been applied to any issue on which I have worked. It has piqued my interest in a variety of subjects, and I've learned to pay greater attention to the timeframes of those topics. When I'm doing research for a report, I seek for material that is current.
Relevance: As the name implies, it relates to the knowledge required for a certain subject of interest (Guillaume, Houé and Grabot, 2014). It also asks two key questions: does the information connect to the subject of interest? and Does the information correspond to the topic of interest? What is the intended audience for the information? This inquiry has increased my ability to assess relevance and disseminate information. When I'm creating a report, I seek for material that is relevant.
In the CRAAP test, authority refers to the author or source of information. This is critical in order to prevent plagiarism and ensure the authenticity of the work. This property asks three key questions: who is the information's author/source? What organisations does the author belong to? Is the author competent to write on this subject? These three inquiries pique the interest of the human mind to learn more about the source of the information. Through this trait, I've learned to ask more questions for study.
Correctness relates to the information's accuracy, validity, and veracity (Bridges, 1993; de Vos, Jacobs and Verbruggen, 2021). It is critical in this day and age, when bogus news, statements, and information deceive a large number of people. It poses three questions: where did the data come from? Has the data been double-checked? And does the data seem to be unbiased? It is critical to examine the subject's correctness for any topic of interest. As a result, whenever I write a report, I double-check the veracity of the material, and I've developed a habit of only trusting information from books, journals, and reputable news sources.
Purpose: It relates to the information's primary goal. It poses three key questions: what is the rationale for the information's existence? Is there any evidence of human bias in the data? Also, does the viewpoint seem objective or impartial? This is a crucial quality that improves a person's critical thinking and problem-solving abilities (Tymon, 2013).
Using the CRAAP paradigm, I improved my research skills. While it took me some time to ask the right question and distinguish between material that is current and relevant, I can gradually see the fruits of my labour when I write a report or study in general. Many questions arise in my mind, and I strive to find appropriate material to satisfy my need for knowledge.
[bookmark: _Toc86874085][bookmark: _Toc100203300]3.0 Conclusion:
The necessity of employable skills is discussed in this paper. The Gibbs reflective model is used to describe the employability abilities that I have gained throughout this program. With examples, the instruments that have been utilized to improve such talents have also been described. The need of obtaining employability skills was obvious while this report was being written. Patience, hard effort, and dedication are the most crucial factors in learning any talent. 
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[bookmark: _Toc86874087][bookmark: _Toc100203302]5.0 Appendix
My personal development plan (PDP) is shown below:

	 PERSONAL DEVELOPMENT PLAN-2022

	Specific Objective
Specific Objective
	Measurement
Measurement
	Attainable
Attainable
	Relevance
Relevance
	Time frame
Time Frame
	Achieved

Y/N

	Enhancing employability skills.
	Completed graded assignments, self-studied a lot of books.
	Yes, with patience, hard work and determination.
	Self-studying for increasing soft skills indicate to my determination of enhancing my employability skills
	5-week class, October/November time frame
	Yes

	Acquiring time management skill
	Carefully followed 4D’s of time management.
	Yes, with patience and sincerity.
	Self-studying and following class lectures on time management.
	5-week class, October/November time frame
	Yes

	Acquiring written communication skill
	Carefully followed 5c’s of written communication
	Yes, with determination and sincerity.
	Self-studying and practicing for increasing written communication skill
	5-week class, October/November time frame
	Yes

	Acquiring researching skill
	Sincerely followed the CRAAP model
	Yes, with determination and sincerity
	Self-studying, researching, and practicing for increasing researching skill
	5-week class, October/November time frame
	Yes



 




[bookmark: _GoBack]Student Feedback Form:
	Generic Assessment Criteria 
	Marks available
	Marks 
awarded

	1. Engagement with Literature Skills
.
	
	

	
Task 1
Task 2

	
10
	

	
	10
	

	2. Knowledge and Understanding Skills

	
	

	
Task 1
Task 2

	
10
	

	
	10
	

	3. Cognitive and Intellectual Skills

	
	

	
Task 1
Task 2


	
10
	

	
	10
	

	4. Practical Application Skills

	
	

	
Task 1
Task 2

	
10
	

	
	10
	

	5. Transferable Skills for Life and Professional Practice

	
	

	
Task 1
Task 2

	
10
	

	
	10
	


	Assessment Mark (Assessment marks are subject to ratification at the Exam Board.  These comments and marks are to give feedback on module work and are for guidance only until they are confirmed. )
	Late Submission Penalties (tick if appropriate)
	%

	
	Up to 1 week late (40% Max)
	
	

	
	Over 1 week late (0%)
	
	



