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[bookmark: _Toc511037838]Introduction

In today’s world, having skills which are appropriate to the work environment have become one of the most important requirements for the employees. Companies are now seeking the employees who have better technical, interpersonal and communication skills while they are recruited. Analyzing and evaluating data about these issues helped me boost up my personal aspirations and career development.
[bookmark: _GoBack]In this self-reflective report (Higher Education Academy, 2009), I will provide an overview of my personal experience about academic (Coursera, 2018) and employability skills reflecting how I related the learning from the module with my experience. The module also helped me to gather knowledge about various implications and importance of the employability skills in the workplace as well as in my academic performance. 
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In this world of competition, everyone wants to achieve a better workplace and employers also want better skilled employees with various skills. The module highly helped me to achieve practical experiences and skills. The task of reflective report also enabled me to develop my writing skills, language and my confident as well. I think it’s a great method of augmenting my career development through this course.
This module describes the various skills that every employer is looking for the recruitment and those skills are needed to be gained by us as a student for being successful employees.
I think that I have gathered a number of skills that every employer wish for their organization. I engaged myself in different types of activities in school, college and my university and I have also developed many skills through participating in these activities.
I think as a student acquiring these skills would help me to do something better for my organization.
When I was in school I learned how much effective the group work was for developing my organizing skills. I attended various types of cultural program, social activities which helped me to develop my organizing, collecting information and group performing etc. I tried to do of my best to learn many things from these events.
When I was in college, I joined a debate club which extraordinarily enabled me to develop my speaking skills as well as networking with different people. I was also inspired to gather information about relevant things; so I can now effectively do the research task.
While I am in university, I am experiencing a lot of practical knowledges through performing the course task and from the guidelines of our teachers. The task of report writing, assignment and presentation; by doing these chores I developed my writing skill, public speaking skill and research skills. By working on case studies, I have come to know about the histories of successful persons and their efforts to be prosperous in life which inspire me to be a hard-working person. I joined on various types of clubs which give me the chance to organize different programs and workshops in the university which in turn aids me to enhance my organizing skill and communication skills. I was able to network with different types of people and their motives to work. 

[bookmark: _Toc511037840]Employability skills that are needed 

From the module, what I have learned there is five basic skills that might be employed. This skills are highly essential and required for any successful job. 
Communication skill: Most of the jobs are demanding people with good presentation skill as they will speak for the organization to public as a spokesperson (En.wikipedia.org. 2018). An employee who has good communication skills can process and interpret the instructions from his/her boss more appropriately, can handle several problems and conflicts in the workplace (The Balance. 2018). Good communication skills also include the ability to handle conflict and difficult situations.
Interpersonal skill: The most demanding interpersonal skills include the ability of negotiating, networking with people, problem solving, team working, critical reasoning etc. which I have learned and implemented in my academic life. What I have realized is that the skills stated above made me fluent, extrovert and realistic. However, the skills of motivating others and networking with people, negotiating in any given situation, systematic reasoning, analyzing ability, critical thinking in problem solving and creativity help to incorporate me with a prosperous condition. The learnings encouraged me to develop my creativity, analytical ability and networking with various groups of people like colleagues, clients, customers, managers, supervisors, boss and general public etc.
Personal skills: It includes developing self-esteem, confidence, ability to balance work and personal life, managing time properly, being open minded add value to the skills as a candidate. The module assisted me to be competent in assessing the gap in my knowledge and finding the solutions to overcome the shortcomings
Numeracy skill: The module also provided the knowledge of the numeracy skills which include the understanding of the application and practical situation of basic numeracy. I deal with customer orders, create plans for sales, and respond to customer queries. It also includes the ability to apply the statistical analysis in application, ability to present the numerical data and model problems in a systematic way. So, these skills will also add value to resume of a candidate. The candidate will be able to do critical and sophisticated problem solving. 
General awareness: To be a professionally developed employee one must have the knowledge of local and global politics, environmental issues, social issues and their impact on the organization, industry and personal life. Ethical persons always behave in an ethical and responsible way that benefits the society and organization. After knowing the importance of these skills, I have started to find what is right and what is wrong and understood that some general awareness are needed to be known as a student or an employee such as commercial and financial events that affect the organization(Lanecc.edu., 2018).
Research skill: In recent times, employer seeks the employee with better research skill. This module also outlines some research skills that are needed to benefit the organization, such as searching what competitors are doing, their strengths, strategies they are applying and what we need to do so that the organization can continue operations effectively and hold their market. So, this module also helped me to boost my research skills. I try to find what strategies should be used to develop and seek the gaps in the organization’s strategy that are needed to be revised and amended.

[bookmark: _Toc510693863][bookmark: _Toc511037841]My working skills in real life

At present, I am working as a manager and owner of Lime Indian Takeaway, Newmarket. While working I realized a good appearance and attitude that attract everyone which are considered as important personal skills. I am now equipped with many personal experiences that enriches me with the communication, organizing, networking and planning skills. I have developed my self-esteem and confidence as well. I have experienced that whenever I feel confident doing work, the work is done so perfectly. 
I am now a hard-working, independent and enthusiastic person. Now I believe that I can work promptly on pressure. I find the best solution to a problem and follow a systematic way. I also love to work in a group 
I can balance my work and personal life after all it has been the demand of the society as we live there. I am trying to be an open minded person. The personal experience of this job also assisted me to be competent in assessing the gap in my skills and I am trying to fill the gaps.  
 I always try to prepare myself to adapt with the environment of the organizations. I can now effectively communicate with new team members, try to understand their values and needs. I also strive to work patiently. I always try to be on time in the workplace. 
I have implemented the SWOT analysis on employability skills which enables me to know my own strengths and weaknesses. I have the ability to develop the logical and rational argument. I am focused on my work and understand easily people’s message. I like teamwork and can take responsibility. I can present the numerical calculation effectively and statistical analysis appropriately. I have the ability to research effectively using all the ways available including online media. 
I have also identified my weaknesses that I am unable to persuade and influence others. If I get the leadership position, I will not be the perfect leader and I think it is prerequisite to overcome this problem to be a successful leader in the future. 
Though I always try to manage the time properly, sometimes I can’t achieve the skills of better time management and planning. This happened when I was a kitchen cook at Golden Orient Restaurant in Leytonstone. But, in goal setting, building self-esteem and confidence, time management is important to accomplish the task effectively.

[bookmark: _Toc511037842]Hard and soft skills
Soft skills help to attract the employers and keep a proper relationship with other employees. The soft skills that I have is given below:
· I have acquired strong personality during my educational life that will attract others
· I like to work in a team 
· I have good communication skills
· I always try to follow and maintain the social norms and values
· I have the ability of critical thinking and analyzing
· Presentation skill
· Engaging in the extra-curricular and volunteering activities
The hard skills I have:
· Ability to apply the technical skills using software like MS Word, MS Excel, MS Access, MS Power Point and MS Project etc.
·  Ability of email writing, business report writing and other business letters 
· Completed English learning course
· Got certificate for higher education skills for workplace



[bookmark: _Toc511037843]Personal development
It refers the planning of own activities for development. One must plan for short and long term to be successful and do the given job effectively. I have identified that if I plan for which tasks must be done and do the things accordingly, then I can manage the time properly. To be professionally developed it is important to set the goals first and take actions consequently. The process that I will follow for my personal development is given on the appendix.

[bookmark: _Toc510693864][bookmark: _Toc511037844]Conclusion
Reflection has provided me with the opportunity to gain the personal experience as well as to build the ability to revise the skills I have and find the gaps and solve the problems. This furnished me to take responsibility to self-learning and to be competent in the job sector. I also gained the idea of future career plan, how the skills will help me in the job sector. I can understand now the requirements in the different workplace. I feel now confident about how I will apply the skills in practical situations. The skills will aid me to develop a resume with various types of skills that will help me to get a better job. From now, I will feel confident taking part in job interview and become more open minded than before.
[bookmark: _Toc510693865]However, in future I will try to do something differently. I will develop my creativity, logical reasoning, technology expertise, innovation and systematic problem solving skills so that in future complex job situation, I don’t face any problem. Day by day the job sectors are becoming more complex and requiring more competent candidates. So, these skills must be acquired to be professionally well developed. In future, I will use step by step problem solving process so that I can solve the problems more quickly and accurately.
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Personal Development Plan

	
	Short-term planning
	Long-term planning

	Section 1- My Ultimate Goal
	I want to achieve all types positive skills in my academic career
	I want to implement my acquired skills in my workplace to attain success as a manager

	Section 2- Knowledge and skills
	I prefer learning theoretical skills to practical implementations
	I will be honoured to utilize my knowledge and analysis in my new workforce along with my fellow members

	Section 3- Research and analysis
	I want to develop the academic researches and analyse the data of different sources relevant to my skill development.
	I feel that I can explore different sources and build up a new era of research in skill improvements of others
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