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People now want to hold a very good job life for the betterment of their future. In order to get good opportunity in the job sector it is a must to have employability and skill which will help a person in his academic and non- academic life. People don’t get the same opportunity, different people get different opportunities on the basis of the things and ability that they have. The better the skills will be the better a person will be able to get better opportunities in the future life. That is why from the beginning of the study life every people must know the things which will help him to become skilled and achieve different ability to understand things better. This will make sure that the person will be able to handle and manage things better which is really important in the job sector. This will also make sure that the person is getting better opportunities in the job sector which will help him to make the life better and make the person position high. Here in the assignment we will be able to know different way of achieving the employability skills and the way these will help in the later life. (EMPLOY, 2011)
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 During the time of a study every person learns something through the study book, tasks and other things. These helps the person gather some experiences and also to make the person acquire some skills. These skills are important which will make the person more confident about his future life. During this period of time the person can analyze himself and understand about the things that are strong in him and also the weak parts. Some of the tools that help a person to make his life better in every single way are given down below-

Personal development plan: there are so many things a person have in himself such as the way he talks, the way he behaves, his attitude, the way he handles things, solving things etc. these every point have to be understood in the best way possible to find out which things must increase their position for a better change. When these things will be given priority and a person will get so much of this ability in the best way possible then it is possible to make the best personal development. Some of the way is given down below by which the person can develop his or her personality-
· Establish the purpose: first I must understand the fact about the way this personal development works and the way I must start to plan for that I have to make plan things that I am not good at but I have to make the quality increased. One of them are computer skill and in this modern time it is a mandatory thing that is why I will develop this skill of mine for that I will do a short course on it for 3 months to know it better.
· Identify development need: in the academic sector there are so many tasks that are related to the computer work and when I try to do them things are not that easy to do and I face problem. So I know on which things I must develop my skill of computer and I will focus on them first.
· Look at development opportunity: computer skill can be developed in so many ways and the most important fact is to learn doesn’t matter which sector I choose to learn I have to be focused and serious about it. I have chosen the diploma based course of learning the computer which will be for 3 months. 
· Formulate action plan: for the time of this 3 months I will try to understand everything they will provide me to learn and I will practice a lot and that will increase my knowledge for sure and I will be able to handle computer in a better way.
· Undertake development: tasks will be given to me in order to understand that I have learned it or not. Task is the best way of understanding this and for that every time I will get the tasks I will be able to learn things better and in the academic sector I can do things better so that the best result can be got.
· Record outcomes: I am going to be recording all the tasks I have got and the things I have sorted out so that in future if I forget something I can go through the whole thing and can make the task completed. This course helped me sort pout the things that I was unable to sort before. 
· Review and evaluates: now I am able to handle computer work in the best way possible and also can complete the tasks that are provided for them academic sector. I don’t feel confused or don’t hesitate to make things work by computer.

Time management tools: does not mean at what age anybody is it is mandatory to manage the time for maintaining a good life. The better a person will be able to handle his time then the better his everything can be handled and this is the reason time management is really important because it is a key of a successful life. Anyone who is really good at maintaining or managing time the person will surely become successful. That is why I want to give high priority to the time management because in the job life it is also very much important to complete tasks within the deadline so that I can make the senior people understand my ability and after deadline the whole work will mean nothing that is why I must complete everything within the given time.
Work from the list and organize by priority: within the give time it is important to finish everything if that will not happen then the whole thing will go in vain and this is important to finish everything within the deadline. For this I must make a list where I can write down which tasks I need to complete and after which task I need to finish which task. This will help to finish everything sequentially. And gradually I will be able to finish the task perfectly without any problem. Gantt chart is one of the things that I have learned new and with the help of it I can manage my tasks and complete the job that was given me to finish.
· Using software: software is important to make things better in order to keep things in a better way. That is why it is important to use software in order to handle things very carefully and also can be saved for future use.
When I start to do a thing I first make sure I know the things I must complete in order to make those things complete one by one. When I finish one task I mark it makes me understands the thing I have done and also the thing which are not finished yet.
Analytical thinking skill: the way one person thinks is really important because this makes sure that the way the person is going to handling the situation. That is why a person must develop the way the person takes every information of the situation and the way the person understand every details because this will help the person handle the situation in the best way possible. It is very normal that in the job sector various type of tough situation will come and if the person won’t be able to understand these things then the way of sorting out the situation will not be able to find out. There are different ways of increasing the ability of analytical thinking. Such as different types of brain games, learning new things, different opportunities, volunteering projects and taking different online course might help. These will let the person understand the situation better and will also open up their brain in a better way. In the future this analytical thinking power will help a lot in the job sector because different situation has to be handled in the best way possible and it is possible by the help of this analytical thinking procedure. (BLOG, 2011)[image: ]
Writing cover letters: business sector requires some important things to communicate and one of them are cover letters which mean that the way of communicating with someone for the purpose of business. This letter will be very formal and accurate and will have three Para and each of them will contain different information. So the way of writing cover letter is not similar to other letters here the Para must contain what it should contain. So if I can write good cover letter this will be very much beneficial for my job life. So by the help of this research I will be able to learn the way of writing cover letter and apply this in my later life.
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Every organization searches for the employee who have the ability and skill to make their organization benefitted because it is important for them to recruit only the one who has something positive in them. Employability and skill helps the person to gain something good from the organization because at the same time the person will be giving something good to the organization that is why both have to think about their benefits. So the common skills that every organization searches for are given down below-
Soft skills: the ability to work under a team, leading them, providing motivation, communicating with people are some of the most required soft skills that all the individuals must have in them and these qualities are really important to get recruited during the time while any organization will search for people. (ALIANCE, 2015)
· Teamwork: teamwork is the power of working with other people in a team which means people will be working together for a common goal. Here the thing has to be focused will be the purpose of working together for the same goal and all the members must try their best in order to achieve the goal. The better the team bonding will be the better things will be. As I already have done the group works in my academic sector I have the ability to work in a team and I am quite good at it. So in future I will be able to work in a team and also handle the group work in the best way possible.
· Motivation: people gets tired of their work and a monotony comes along with it which affects the work and creates bad result sometimes which is not beneficial for the organization and for that they have to be motivated in such way so that they can get inspired and the best effort can be given by them and the whole result can make the total organization benefitted.
· Leadership: leading the whole team is called leadership and here the leader helps the group of people to get a goal achieved. It helps to make the group of people more focused on the goal and let them give their best output to it which will create the best result for sure.
· Presentation: in the job sector presentation something is really important and it is an important task that the employee has to perform in front of chief clients of the organization. As I am able to give quite good presentation in my academic sector I am quite sure that I will be able to give good presentation in the academic sector that means I will be able to provide a good presentation in my job sector too.
· Communication: without proper way of communicating it is not possible to provide the information in the best way possible and also they won’t be able to handle everything so that is important to communicate properly in the right manner so that people. So communicating in the right is a must and this has to be given high amount of priority. 
Hard skills: some of the common hard skills that people who recruit want the candidates have are given down below- 
· Foreign Language Knowledge: some case people want to higher the people who can talk in different languages and understand other languages better because there will be client who will be from different country so this will add benefit to the organization and the person will also be treated better.
· Mathematics: this is quite important because in the organization it has to be done quite well and any single mistake in the mathematics term can cause a very bad impact into the organization for that this quality is really important and as I am a student of accounting this ability is in me from the very beginning.
· Degree Certificate: after completing my graduation I will be able to show a certificate to the organzaitions I would like to work with so that they can get a minimum idea about my educational background and can understand that if I will be the right fit for their organization.
· Software Programming: software’s are now really important almost in everywhere because these are made in order to make the life easier and to work things in a better way so the software’s must be handled in the right way to that better result can come and also can be saved and used for future. And as I have done my course I am able to do things quite well in the sector of power point, excel, Microsoft word etc.
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By the help of this module have learned many important things related to the employability skill because this module was all about this topic focusing on the factors that will be helpful for the future and for that I am really happy and interested to have the module and getting this research because this made me know the unknown and also have increased different skills into me which will be very much beneficial for me or my present also for the future life which is job life. Employability skills will provide me the best opportunities in life and also to choose the most perfect one that will suit me completely without any problem and the factors that will be kept in mind that these skills must be practiced in a daily basis routine because practice will make me perfect and in the job sector these skills will make me a better person and a glorious employee who will be able to run a good future who will have a bright future for sure.
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[image: ]Gibbs Reflection cycle: this is a kind of theory where the most important part is to make sure that focuses on the sequence that means the tasks will be completed on a sequence base and all of them will be done properly and after completing one task that will be marked as done by a tic so that next things can be done and the tasks which are not completed can be done. This makes sure that the task will be completed in the most perfect way and there will be no doubt about the task that the task will be completed before the deadline without any hesitation. And everything will be done before the deadline. The way this theory can be applied has been given down below-
 Step 1 Description: there are so many things that were really unknown to me but all of them were pretty important and required for the academic sector also for the job life. And by the help of this module and report I have gained the knowledge and established my ability in these things. Some of the important tasks were important for the academic sector but I was not good at it but then I have earned the, and now I am confident that I will be able to complete these tasks.
Cover letter was also learned and I am now able to write the cover letter in the most perfect way and will not face any problem for sure which will be beneficial for my future life.
I am sure that by the help of this module the things that I have learned will be very helpful for me in the present and future life.
Step 2 Feelings: i was to be a type of person who used to be quite simple and introvert and did not have the ability to talk to people normally so that made me insecure that how am I going to be making people understand the things that I want them to tell. But now I am quite ok with everything, I can make people understand, I can explain, I can make people do the things that I want them the things to be and I also can handle situations better. Also the computer ability has been very good and I don’t complain about it at all so these are the things that have changed and I am quite satisfied with everything.
Step 3 Evaluations: the personality of mine was not a good or strong one there were so many things I did not know about and I really don’t know the things that it will be important for my future so for that I decided to learn them in the best way possible by the help of this module for the betterment of my present situation and also for the future.
Step 4 Analysis: the past of mine was a very confused one and I have so many lacking in my personality and also did not have any ability but after completing this module I am able to do the things in which I was really bad at before and I am sure that this improvement will be continuing life time by practicing and I am really satisfied with the present condition of mine.
Step 5 Conclusions: there were so many things that I have learned from this and the ability and skill have increased a lot and I am sure there things will help me everywhere and every sector or spheres of life. As I will be getting better opportunities there will be more opportunities to make my life better and I am sure that these will be very helpful for me.
Step 6 Action plan: future planning is really important and I am a person who always has a simple planning for my future because my dad has told me about the importance of future planning and for that I have a plan and I focus on fulfilling that.
Driscoll’s Model of Reflection: here I will be discussing about the experience that I have gathered and also the things that I used to do in my past so that there can be a good comparison between my past and present experience. Three-part of the model is given below:
[image: ]The model has three basic questions.
· What?
· So what?
· Now What?



(MYASSIGNMENT, 2011)

These are the feedback of the task that I have completed and this will make me understand the outcome.
· What?
Presentation sector is really important on the job life because during any project or meeting it is must without proper planning o presentation it is not possible to let the client understand the things that the organization wants him or jet to understand and for that presentation skill has to be high. As in the academic sector presentations are quite normal I do have some experience of giving presentation but I was not that good at it and for that I have learned the way a person can give better presentation and used the techniques to give the best outcome and now I feel confident while presenting and also can make people amazed by my performance.
· So what?
Communicating with people was always a very tough case for me I was really confused about so many things like- what should I say what not to say or how to say the things and so on. I used to mumble also because I used to become tensed but now I have the ability to communicate with everyone without any hesitation and also the ability to make the understand what I have so this is a very good thing and now I feel really confortable to talk to people.
· Now What?
There used to be so many things in which I was not confident at all and also have faced so many problems in handling any type of situation. Before learning this module I used to be very tensed and confused about the things I should do in a certain situation and also the things that I should not do. But now I am quite ok in every situation and have the ability to understand the situation better which helps to search for a better solution rather than focusing on the problem. This will help me in my job life too and I will be able to handle different situation and manage things in the very best way possible.
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Mr. Shukanto shen is the researcher of this module who told us about employability skills which is really important and for that he made us understand about the factors which are related to it so that we can understand everything about this employability so that all of us can be very sure about this employability. There are so many things in this employability which has to be established very well to make sure that in the future in job life don’t face anything problematic because here it is important to have skills which will be beneficial for the organization because they want someone who will increase their organizational image and for that our teacher has made us understand about the things that we must know so that we can practice these things and increase our future life with the best possibility of living a good life.
The employability skill has made us understand about the thing which has to be done well for getting a good life in the future by the help of getting good opportunities in the job life. We all are studying because we all want to get better job opportunities but only by the help of academic result it is not possible to maintain a good job life for that these employability skills are important to understand in order to make sure that better opportunities will come and also things will be able to handle in the very best way possible. After knowing the importance of these skills all of us has made the best use of time and learned the things which will be beneficial for us. (GUIDE, 2011)
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SWOT analysis is really important to understand for that this module let us understand this thing in a better way. Before this I really did not know anything related to this SWOT analysis but then I have learned about it now I am able to find out the strength. Weakness, opportunities and threats that can explain almost everything about me and by this I can make myself developed and make myself updated in a better way.
Things in which I wasn’t good about I was not confident about but after completing this report I have learned so many things and have gained high amount of knowledge that will help me in future for sure. Because by the help of this module I have found out the things I am not good at or not confident about but then I have developed myself and am now confident in those things.
For every person time management is really important and it is really important for people to use it properly. That is why here time management has been given high amount of priority so that people can make the best use of time ad can implement their daily life in the best way possible. This will help me to finish things before time at present and also in future in job life and there will be nothing which I will submit after deadline.
PDP planning helped me to develop myself from all the sides so that I can create a better version of mine which will surely impress the people who will recruit me because these qualities are important and when I will have them in me they will understand that I will be beneficial for them. 
Cover letter has to be learned really well because in the business sector it is really important to write professional letters which will have to be very accurate and normal so that the people can understand your professionalism. By the help of this module I have also learned the best way of learning this cover letter. (glassdoor, 2013)




[bookmark: _Toc38901532][bookmark: _Toc39230667]Conclusion:
Report that has been given to me to do will be very helpful for my future along with my present. Here the things those were discussed everything was related to the employability skill which will help me to develop different skills which will be required in the job sector and I will be able to perform these better because after the report I have gained so much knowledge and importance of these things for which I have focused on these really seriously. Here the knowledge of soft skill and hard skill helped me to understand them better which will help me to get better job opportunities and better life for sure. (mycit, 2012)
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