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1.0 [bookmark: _Toc86874074] Introduction: 
In this report, the author will discuss the wide range of employability skill that was developed through the learning in this module. Employability skill is a set of exchangeable skill, achievement or personal attribute that make them “employable” and helps to be successful in their chosen field of occupation (Hind and Moss, 2011). Employability skills helps an individual in many different situations, it enhances the critical thinking of that individual and helps in solving real life problem (Orner, 2009). An individual with excellent employability skills can offer much more to an organization than an individual with average employability skill (Hind and Moss, 2011). These skills create the difference between an employed and unemployed man. In this report, the author will talk about wide range of employability skill along with reflective model to explain how the learning of the module has improved the employability skill of the author. 
[bookmark: _Toc86874075]2.0 Employability Skills:
In this report, there will be discussion about 3 employability skill that was developed throughout the module. They are time management, written communication skill and researching skill. 
[bookmark: _Toc86874076]2.1 Time Management:
It is the process of planning and executing the plan in due course of the time (Bird, 2008). Time management is a very important skill to have (Morgan, 2016). It also means that any individual who inherits the time management skill can meet the deadline. Finishing a work in due course of time increases the efficiency and efficiency of the workplace (Maund, Schriek and Tinkler, 2017). It also increases the productivity of the individual. Employers who have employed fresh graduates prefers individuals who can manage their time efficiently. Several surveys on employers reveal that it is one of the most important soft skills that they prefer from the job candidates (Bird, 2008). 
[bookmark: _Toc86874077]2.2 Reflective Model for Time Management:
Description: I have a very busy lifestyle. My morning used to start very early and the night ends very late. It was not because of my part time jobs or household chores that was the reason I used to sleep late, rather it was mostly because of my inability to maintain the time. 
Feelings: I used to feel very tired and exhausted at the end of the day because I used to spend a lot of time after the activities, but I could not finish all the necessary activities in time. I wanted to increase my productivity for completing all the tasks in due time.
Evaluation: After I started sorting my work according to 4D’s of time management, I felt more productive each day and that sense of satisfaction kept me motivated to complete my works in due time. I got distracted and wanted to skip the scheduled life sometimes but my determination of feeling satisfied with myself after each day of work kept me going. 
Analysis: Before trying to maintain a scheduled life, the most challenging thing was to start being on schedule. It was difficult to start and maintain, but once I got the sense of satisfaction after each day of hard work about my productivity, I did not want it to end. 
Text: This module encouraged me to manage my time efficiently. As it is one of the most essential soft skills, I wanted to acquire it for a better future.
Conclusion: This was the first skill that I have acquired, it gave a purpose to acquire more skills. Time management increased my productivity, and it feels great to complete the tasks in due time. 
[bookmark: _Toc86874078]2.3 4D’s of Time Management:
I have followed 4D model to develop my time management skill. The 4D is discussed below:
Do: There have always been some tasks that needed to be done in due time. I have put them in my “do” activities list and proceeded to complete the activity. For example, answering an email or noting down my assignments for each day. 
Dump: I have evaluated on the consequences of not doing each task at all and selected the unimportant ones. If the activity is unimportant and does not align with my objectives, then I considered to drop the activity. Like unproductive meetings, excessive time on social media etc. 
Delegate: Then I have evaluated the absolute necessities of me completing each task by myself. If the activities could have been done by somebody else, I considered to delegate the task. 
Delay: Next, I have evaluated the necessity of each activity based on my availability. If the tasks needed to be completed right away, it was positioned in my “Do” activities, but if it can be handled in a different time, then I delayed the activity. For example, meeting with my classmates or new project ideas.
This module has shown upmost importance on time management skill and set deadlines on each of its assignments and homework, which have contributed to the development of my time management time management skills. Although I planned my schedule to stay in due course of time, but I could not be exactly on time at all events because of certain distractions and interference. Finally, on week three I was starting to reap the crops of my hard work and patience. 
[bookmark: _Toc86874079]2.4 Written Communication Skill
Written communication skill is a very important skill to have (Cotrell, 2008). Often candidates get their resumes rejected for failing to communicate properly in a written manner. Often emails are rejected due to grammatical errors (Cottrell, 2010). So, it is very important to have a written communication skill for proper articulation of the necessity and urgency of the email/ task. It is also an important skill that increases the interest of the reader, increases credibility of the report and so on (Lawson et al., 2015). 
2.5 [bookmark: _Toc86874080]Reflective Model for Written Communication Skill:
Description: I was facing a lot of troubles for my lack of proficiency in written communication skill. I wanted to be proficient in written communication.
Feelings: I used to feel very dissatisfied about my inability to write properly and I wanted to be better at expressing myself in a written manner. Now, I am quite satisfied with my written communication skills.
Evaluation: I have learnt a lot about English grammar and vocabulary throughout this experience, but it was a difficult task to keep me motivated through all the distractions and interference. 
Analysis: The ability of being a better student and a better communicator challenged me and has given me the purpose to continue my hard work. 
Task: This module has assigned me with certain written assignments such as report, which has helped me in sharpening my written communication skill.
Conclusion: This skill will not only improve my chances of employability but also it has made me a better student as I can do a lot of tasks such as note taking easily. 

[bookmark: _Toc86874081]2.6 5C’s of Written Communication:
Correct: Readers of any form of written communication wants correct grammars in the reports, essays, journals that they will read (Gibbs, 1988). Correct grammars increase credibility and avoids distortion among readers. I have studied the English grammar extensively and written a lot of paragraphs and evaluated it through Grammarly software, which has enabled me to write any essays or reports flawlessly. 
Concise: Redundancies increases the scope of misunderstandings, and the main motive of the writing becomes ambiguous to the readers (Lawson et al., 2015). I have studied redundancies and practiced by writing paragraphs to remove redundancies in my writing. 
Clear: As in written communication, the reader cannot see the facial expressions of the writer, it often becomes difficult to express the main factors or purpose of the writing to the readers (Lawson et al., 2015). So, a clear purpose needs to be expressed in the writing. I have learnt to highlight the main points using bullet points, new paragraphs etc., which helps a lot in earning the interest of the reader. 
Coherent: To maintain a coherent flow of ideas, the writer needs to present the writing according to the main purpose (Gibbs, 1988). The use of introduction, factors, conclusion makes it reader friendly.
Controlling: It is easier for any reader to perceive a graphical image than a long paragraph to understand a difficult topic (Gibbs, 1988). To maintain a controlling flow of ideas, including graphical image is very important. I have further enhanced my proficiency in excel for this purpose. 
This module has assigned me with certain written assignments such as report, which has helped me in sharpening my written communication skill. I have also followed 5C model of written communication. I am not entirely flawless in my writing, but I am proud of my hard work and determination behind reaching to this level.
[bookmark: _Toc86874082]2.7 Researching Skill
The word research means literally to search further for any specified topic with a view to learn more about that topic (Cottrell, 2011). Researching skill for an induvial means the ability to search, extract, find, evaluate, and organize information for any given topic (Cottrell, 2011). It is an important skill to have. It improves the ability of critical thinking, analytical skill, dissemination, and problem-solving prowess for an individual (Maund, Schriek and Tinkler, 2017). I have followed the CRAAP model for improving my researching skill. 
[bookmark: _Toc86874083]2.8 Reflective Model for Research Skills:
Description: Research skill is a vital skill to harness for any university student, I wanted to acquire it to improve several skills like critical thinking, problem solving etc. 
Feelings: There were no certain pressure to increase these skills but the desire to be a better student motivated me.
Evaluation: Learning is always the best thing about an experience, reading more books and asking questions about each topic in depth and finding those answers were motivating but also hard at the same time. It took a lot of time and effort to harness this ability. 
Analysis: I challenged myself for acquiring this skill. I wanted to get out of my comfort zone and achieve more soft skills. 
Text: Class lectures and suggested books have tempted me in acquiring research skill to showcase my ability to think critically and solve complicated problems or to ask questions to know better about a topic. 
Conclusion: I am still learning more about researching as I study more and more. It has increased several skills such as critical thinking ability. This will help me in learning more and increase my chances of employability.  
[bookmark: _Toc86874084]2.9 CRAAP Model
CRAAP stands for currency, relevance, authority, accuracy and purpose. Sarah Blakeslee (2004) invented this CRAAP test for improving research skill of an individual. 
Currency: Currency refers to the timeliness of the information. Currency asks two important questions: when was the topic published? And does the topic require current information? I have applied this question for any topic that I have worked with. It has grown my interest on many topics, and I have learnt to be more interested in the timelines of the topics. For researching for any report, I look for the currency of the information.
Relevance: From the name, it refers to the information that is needed for a topic of interest. It also asks two important questions: does the information relate to the topic of interest? And who are the envisioned audience of the information? This question has enabled me question relevance and improved my dissemination skill.  For writing any report, I look for the relevance of the information. 
Authority: Authority in CRAAP test means the author or the source of information. This is very important to avoid plagiarism and to verify the authenticity. This attribute asks three important questions: who is the author/source of the information? What are the author’s organizational affiliations? And is the writer qualified enough to write about this topic? These three questions generally make the human mind more curious to look for the source of the information. I have learnt to ask more questions for research through this attribute. 
Accuracy: It refers to the accuracy, authenticity, truthfulness of the information. It is very important in this era where fake news, quotes and information misleads a lot of people. It asks three questions: where does the information derive from? Has the information been reviewed? And does the information seem unbiased? For any topic of interest, checking the accuracy of the topic is very important. So, for writing any report, I always check the accuracy of the information and I have grown a tendency to only believe information’s from books, journals, and credible news websites. 
Purpose: It refers to the main objective of the information. It asks three important questions: what is the reason behind the existence of the information? Are there any human biases in the information? And does the point of view seem objective or impartial? This is very important attribute that increases the critical thinking and problem-solving ability of an individual. 
I have developed the research skill using CRAAP model. While it took me some time to ask the correct question and disseminate between the currency and relevance of information, I can slowly see the result of my hard work when I create any report or studying in general. A lot of questions pop on my head and I try to search for relevant information to quench my thirst for knowledge. 
[bookmark: _Toc86874085]3.0 Conclusion:
This report discusses about the importance of employability skills. Employability skills that I have acquired during this module is discussed by applying the Gibbs reflective model. The tools that have been used to enhance those skills have also been discussed with examples. Upon creation of this report, the importance of acquiring employability skills were evident. The most important factor for acquiring any skills are patience, hard work and determination. The appendix contains my detailed personal development plan (PDP). 
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[bookmark: _Toc86874087]5.0 Appendix
My personal development plan (PDP) is shown below:

	 PERSONAL DEVELOPMENT PLAN-2021

	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

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



 






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%)
	
	




Hi Andreea,

You still have a lot of content on e-learning, which you can reduce. You must include classroom learning experience- you have experience of both traditional and virtual learning; how was your overall experience explain and give example from your personal learning of this course. 

​Thank you,

Buddhi
2

