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[bookmark: _Toc89645542]ABSTRACT:
Using a variety of arguments, i will write a report to describe my overall experience before and after acknowledging several employability skills.
The purpose of this task is to reflect and evaluate how learning in this course has helped me developing the skills just mentioned.

[bookmark: _Toc89645543]INTRODUCTION:
Employability skills are learnable competence, needed by an individual to make himself employable, they’re also known as foundation skills.
Now a days they’re considered very important and could help an individual securing his dream job.
The structure I’ll use to reflect in every point I covered in this task is the following:
1- Description and feelings.
2- Personal evaluation and analysis.
3- Actions taken/strategy used.
4- Outcome after applying the new strategies.

[bookmark: _Toc89645544]TIME MANAGEMENT:
When I first started this course, time management was one of my weakest skill overall, I would always leave things till the last minute to then find myself stressing, trying to finish my work; I would often blame time for not being enough and not me for not using it properly...
The above ones were just part of the reasons why I decided to make this skill a priority and start getting better at it.
I began by keeping track of my entire day for a week; I did it because I knew that in order to start managing my time better, being conscious of how I was spending it in the first place was necessary…
I was shocked when I realised that most hours of my day were spent doing non-productive things like sleeping (9 to 10 hrs), playing video games or using my phone (7 to 8 hrs).
I found the last one quite surprising because I thought the time would be less.
The remaining hours were spent doing work, by going to the gym, seeing friends/family or by catching up with uni.
I helped myself using the 4 D’s of time management plan learned in class, that consist in following these steps:
1- DO
2- DEFER OR DELAY
3- DELEGATE
4- DELETE OR DROP 
as starting point to make my own “to do list”:
1- Learn to prioritise tasks and goals
2- determine the amount of time spent on specific activities
3- identify those areas where time can be better managed
4- develop a consistent assessment plan of your activities relative to your priorities and goals.
We’ve also been given a group activity to complete, it was a case study on a student’s time management problems; three main points needed to be answered to:
What’s time management; identify the student’s time management problems and explain how the student could use the 4D time management strategy to overcome his problems with managing time.
Me and my groupmates all answered individually and discussed, we then paired our work together and made a PowerPoint presentation out of it.
The main goal was to cooperate with each other and make the best presentation possible to be shown to the class and receive feedbacks both from the lecturer and the rest of the groups.
The evaluations received expanded my knowledge and simplified the making of my own plan.
Following this strategy helped me develop good abits, i finally started sleeping at the same time every night for a maximum of eight hours, I reduced the time spent on the phone to three and a half, I was used to always having it with me and not carrying it around when it’s not necessary helps me to not check on it …
Every Monday I make plans for the week; my job and any assignments are always the main priorities and come first for this reason.
There’s been times in the past where I had to choose between going to the gym or finishing my uni work because I unconsciously thought that seeing my friends or any family member when not necessary was more important, i’m still going to the gym every day with the difference that hanging out it’s now a hobby rather than a priority and I only do when I’m done with the important things, mostly in the weekends.
I can’t stop emphasising how important the start is indeed the first three weeks were the toughest ones because it’s the time needed by an individual to learn new abits; the motivation went away after the first seven days, from that time on it was only discipline that kept me going and still does till this day.

[bookmark: _Toc89645545]NOTE TAKING:
I’ve been gifted with a good memory, paying attention once is enough for me to remember what’s important and I always relied on this, thinking that it would never let me down.
I tended to see note taking as a distraction because it would prevent me from learning directly from the speech…
We dedicated a lesson to the topic as part of the module and that from that very day, my prospective changed.
We’ve been asked to explain what’s note taking for us and to write the key points to make note taking effective; my answer to the first question was what i stated above, whilst for the second one was ‘not taking notes at all’.
After hearing our answers, the lecturer pointed out at the common mistakes that people make when taking notes; thanks to that I found out that I’ve always made three major mistakes, and these were:
1- Not taking any note at all: Self-explanatory
2- Noting down everything: I would write down everything said without thinking about the importance of it.
3- Writing but not listening: Writing down without understanding the actual point.
The above ones were the reason I never found the method efficient, all the questions I never asked myself had been answered to, I just needed a strategy to apply.
Later, we’ve been given some major tips:
1- Write phrases and not full sentences: Only take note of the key words to get the idea of the point.
2- Take notes in your own words: Use sentences that would make sense to yourself.
3- Use colours and symbols: Helps giving more emphasis.
4- Always re-read your notes after taking them.
Applying all the points together helped me develop my own way of taking notes that I started using immediately, I only write the key points in three different colours based on the importance of the source; the definitions are all in the same colour and what’s written helps the good memory to remember the tiny details that wouldn’t come to mind.
I applied this same method when writing task 1 of this very assignment, I started by trying to rely only on my memory to see if it’d work with something that requires proper information and I must admit that it was very hard. 
Later, I went back to using this approach and it made things easier.
The lecturer complimented my note taking method and pointed out what could be improved.
at first it seems useless and ineffective, reason why when i started the course, I was convinced that annotations wouldn’t help me improve my studies in any way and I always looked down at it but now, following my progress, I changed idea.
I’ve got to the conclusion that note taking if done following a strategy, is the most efficient way to memorise, I was aware that even good memories tend to forget things at times but, due to my lack of knowledge on the topic, i thought that the method I was using was the best for myself.

[bookmark: _Toc89645546]TEAM WORKING:
Teamwork combines several individuals with different experiences and knowledge, I personally believe that this approach raises the chances to reach higher effectiveness or efficiency in work.
This has always been one of my major strengths, and this module gave me the chance to improve it even more.
Thanks to my leadership skills, ever since I started playing football, I’ve been crowded captain of every team I took part of…
My ability to remain compose under pressure or when I face any problem, makes it easy for me to find solutions therefore my classmates are always happy to have me on their group.
We’ve been taught in class that teamwork is so efficient because the weaknesses of an individual are often compensated by the strength of another.
We’ve been assigned a PowerPoint to make in groups, mine was formed by me and two of my classmates and each one of us had to present a part of it.
The toughest part was having to do it online as me and my two classmates were following the lessons remotely. 
As stated above, work in groups it’s always been one of my strengths but finding myself working remotely made things hard.
Agreeing with each other information wasn’t easy because we always had to wait for everyone’s confirmation before moving forward, we always had to pair our work.
I unconsciously took the leader’s position which is something I’m very used to and I made sure that everyone of us was gathering information in the same way and that everything would be well organised for the class presentation.
Thanks to my digital skills abilities, I managed to join each other’s work and we were really prepared when we displayed our work, each one of us had his own section but we made sure to find ourselves always ready to help if one of us forgot something.
I’ve been lucky because me and the classmates I joined forced with, all shared some individual strengths that made the job easier, these were:
1. High level of commitment: High dedication completing the assignment.
2. Understanding one another: comprehending each other’s needs.
3. Trust and respect: Self-explanatory.
Our weaknesses were:
1- Scheduling problems: We had problems scheduling meetings together to assess the work done due to a lack of time.
2- Working remotely: Online team grouping wasn’t easy.
3- Multiple leaders: Having more than one strong personality in the group caused unbalance at the beginning.
These are five points that me and my team used to make our work as efficient as possible:
1- Promote diversity inside the team: Working with people includes listening to different opinions, this provides new ways of looking at and solving issues.
2- The team always comes first: Any team concern comes first; individual ones are secondary when working in groups.
3- Group problem solving: Problem-solving is an important activity that helps develop co-operation between the members.
4- Encourage free thinking and speaking: At times, team members can be scared to express their opinion because it could hurt someone’s feelings, this can limit the team’s progression.
5- Add some fun into it: Allow activities that would make the work less stressing and that would help the member get closer to each other.
Overall, me and my teammates did well, thanks to the feedback received by the teacher we’ve been able to know what needed to be improved and what didn’t.
Making this individually would have been very simple, reason why it wasn’t the purpose of the task assigned… 
Forcing a group with no chemistry to work together would result in no efficiency and internal discomfort, every individual has its own characteristics and at times the best option is to leave.
Self-improvements are necessary to be a better option for groups, the more skills you have, the more likely it is for you to be a first options.
I want to emphasise the fact that team working can be very effective if well organised, also, self-awareness is very important and plays a big part in finding everyone’s fit in the group they belong to.

[bookmark: _Toc89645547]CONCLUSION:
I personally prefer to set daily goals rather than long term ones simply because what seems too far sometimes seem unreachable…
It’s been three months now since I started studying in this course, and even though the road is still long, I consider what I’ve learned so far and the progress I made outstanding.
A big difference was made by the fact that at university, everyone respects other student’s opinions and the lecturer’s goal is to try and convince rather than ‘forcing’ the students that
his statements are the closest ones to the truth; it’s often done using proofs in support to the talks, this is the approach that’s always been used, persuasion.
The feedbacks received by our lecturers gave me room for improvements, and my conclusion is that the most central issue is often not being open minded; there can’t be any progress by having no will power or by being lazy.
My personal experience is the proof that every skill can be improved no matter how good or bad you are at it when you start, this point Is very underrated and often prevent individuals from starting take actions.
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