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Academic and employability skills
Introduction
With the exponential development of industry, contacts between businesses are also increasing, not only does education rely on what the company wants for the graduates, but also puts greater focus on their employability skills (Azizah, 2004). In order to attract their competitors in the competitive market, employers tend to bring graduates with a wide range of expertise into the job world and require multi-skilled staff to perform different tasks (Kaur et al, 2007). Therefore, students who are joining the workplace must have the qualifications that employers demand. I have learnt various employability skills for my academic career. Employability skills are described as skills needed not only to obtain employment but also to advance within an enterprise to meet its potential and effectively contribute to strategic directions for enterprises (Kaur et al, 2007). This paper will analyse employability skills through various literature. This will provide the opportunity to understand how to develop my employability skills for the workplace environment. I have learnt employability skills such as communication skills, project management, solving problems, time management, communication, CV, cover letter and decision making. 

Communication skills
From first, I assumed the listener's position, which allowed me to put into practise the skills that I had learned. This is a crucial competence required for my potential Security Officer Job. I took the speaker's position. I needed to say a personal storey which my customers would have to hear in the future. This insightful part will explain how I feel and how I can change in any situation. As a listener, one of the issues I came across was that my body language and facial expression reflected the surprise I received from the tale of the speaker. Koprowska (2009) suggests that people frequently participate in inappropriate speech behaviours while they are being watched. They sometimes dwell on the fact that they are being watched and that they have to respond instead of using their listening. This is hard to tackle because there are only a few chances to gain such observational experience (Koprowska, 2009). In reflection this is where it should have been useful to listen more. Active listening is used to reassure the speaker that you are involved as a listener with various talents, and using strategies such as paraphrasing and sitting in the chair will enable the speaker to keep communicating while ensuring that the listener is entirely concentrated on what is being discussed (Thompson, 2011). That should have allowed me to feel that the conversation was being monitored and to make the speaker more secure for me. 
Project management
Professional advice in project management is essential for project managers and teams. Learning in-class body of knowledge project management, and development phase classification offers clear guidance and standards that project managers should follow (Sunindijo & Riza, 2015). To lead the project staff, I was able to know the best practises and code of ethics. The knowledgeable areas and processes included distance, time, expense, efficiency, personnel, communication, risk and procurement management. I learned the learning process of project development management by understanding diverse approaches to project management. I learned to draw up a list of the things to be completed to fulfil planned goals for a project management strategy (Sunindijo & Riza, 2015). The methods I studied are based on various project methodologies, for examples, agile (iterative) project management that can be used for computer-related projects. 
 
Time scheduling is a professional environment for a project manager. By designing and monitoring them, I was able to schedule an approximate time for different tasks (PMI, 2013). I use both the breakdown form and the route approach as methods for time schedules. Job breakdown structure involving the separation of projects into subprojects, assignments, subtasks and job packages using codes, while critical route approach is the most extended way showing time to carry out activities dependent on likely period after positive and negative periods are regarded
Curriculum vitae 
I learnt how to write a Curriculum Vitae (CV) in this module. Learning how to write a CV is crucial for seeking a job. If you apply for a new job, your Resume will give your future boss a significant first impression. You may have hundreds of applicants for one role and want yours to go straight into the interview list, not the one assigned to waste paper. Learning how to write a CV can help me create a good first impression.
Cover Letter
I learnt how to write a cover letter in this module. The cover letter is to provide an interviewer with the first introduction and an opportunity to express one's credibility as a good candidate and one's ability to communicate in a sophisticated and competent manner. It states the particular position that the job seeker is targeting and highlights the appropriate qualifications.
Solving problems
Reflection is vital to learn how to solve problems. Issues are at the core of which many employed people face every day. When I was on my shift, I had the opportunity to deal with an issue with the customer who was staying with his father. My main responsibility is to assist the bathroom client and their everyday life, but the customer needs me to do housework, and she wants to help her daughter in the bathroom. The problem with this scenario is that according to my job standards I will support customers to ensure that treatment is safe and convenient. Still, my customer wants me to do more housework, such as vacuum, dub and washing the floor, so that she won't feel like a burden on her family. The place she wanted me to work in the house is used mostly by other people. Once I contact my boss, she informs me that my Agency does not have a specific description of the light housekeeping programme, so she will only pay me additional pay for the extra time spent on the shift if I have taken additional time to complete the job. And I wanted to address this issue by the solution of problems because I understand that the situation I have been facing is going to affect me and my client because, if I say no to my client, it upsets her and will not agree with me in future and would also disrupt my contact with my customer. If I say yes, then I would have needed extra time and resources. For a fact, I won't get any additional pay for spare time.
I will evaluate the scenario and understand that the case illustrates the hidden problem, where solutions are required to resolve the issue. According to Turpin (2004) a person's job should be such that he/she can combine essential facets of life. A person's job does not raise tension, and he/she should spend time with the family during working hours. In my end, the scenario also illustrates the dilemma linked to work, as my decision to say "Yes" hinders me in balancing my job and family life. 
I will solve the issue by creating an action plan to address this problem. I will define different client desires, for instance, because I have been assigned with the client lately, and she will be nervous and anxious about working with me. She has trouble sharing with her other family members her real opinions and interests. The household function is often to be shared between family members, or some part-time housekeeper needs to be employed for the sweep, cleaning and washing the room. Furthermore, the daughter of my client wants to educate the client about appropriate procedures to offer a good bath.
Time management
Our daily stress is typically triggered by too much work to be completed in a limited period time or by wasteful use of the time accessible. One main component of good time management is the discipline in which we examine how we spend our resources. I ask myself certain questions in to maintain my time management. Have I began my day with a simple idea about how I will use my daytime? Have I written a to-do list and goals for items on the list? Has this programme provided me with a sense of control over my time? Have I functioned at moments at which I am most concentrated and efficient on the most important tasks? Did I reflect on my priorities? Have I been rushed? How much unplanned time have I spent on pressing problems which needed my immediate attention or added little value to my objectives? Have I checked my routine and goals before pursuing new tasks? Have I been successful in managing my time or have I been productive with the activities I completed? Have I done the best things to accomplish my company, leadership and personal objectives? Why do my results motivate me to achieve my short- and long-term goals? Have I been assigned duties and tasks? Could I successfully manage my staff (administrative assistants, subject matter specialists and other resources)? How well have I used my buffer times: time to wait for the dentist, time to work in the car, etc.? What breaks and timewasters did I meet? Have I missed major meetings or received non-critical telephone and email calls? How do I stop these time-intrusions? Have I spent so much time debating small decisions? Have I spent ample time with friends and family? Do I invest enough time exercise, relaxation and spiritual activity? Have I done what I had wanted to do? How many things will I take to the to-do list tomorrow? Did I complete a list of things to do and plan tomorrow? Have I abandoned my place of work, office and other ordered personal spaces?
Asking myself these questions enable me to manage my time effectively. I use these skills for my academic study. This helps me in meeting assignment deadlines
Decision making
 It is important to make decisions in our lives, and such decisions will undoubtedly affect one's fate directly or indirectly. We also need a sound mind and think thoroughly before we make some form of decisions. Decision-making was only one of the core mechanisms we would go by. Decisions are based on Framing, Information Collection, Assumptions and Experience Learning (Turpin et al, 2004). A step-by-step decision-making procedure can help us make more calculated, thoughtful decisions by defining alternatives and organising relevant information (Turpin et al, 2004). This approach increases the odds of selecting the most pleasant solution. In my life, I have made some important decisions, which help me develop my self-confidence. The last decision I made was the decision to pursue Organizational Leadership. 
After considering options and potential outcomes, I chose to pursue Organizational Leadership, because shifting my job would be perfect for my future. Each business today needs leadership that is suitable for the democratic aspects of decision-making. I realised that to research leadership can fill the void which might exists today in many aspects of society (Sunindijo & Riaz, 2015). I am aiming to use my leadership to solve the problems that other businesses face today and enhance various structures of organisations. I made this decision after a careful evaluation of the existing leadership challenges where many organisations tend to uphold conventional models of authority that do not represent the components required for success (Courtney, 2001). This will enable me to be a vital part of the organisation.
Conclusion
Communication skills, time management, solving problems, and decision making were a crucial process for me in this module. Understating these skills increases the efficiency of my employability skills. Employability skills are what companies focus on before hiring employees. Employability skills will make me a key member of my workplace environment. These skills will be crucial for me to progress in the workplace environment. Communication skills will aid me in listening more, project management skill is crucial for managing individuals effectively. 
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