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[bookmark: _Toc88833975]1. Introduction
This part of the assignment reflects on the activities and experience gathered while working on the learning module as well as Task 1 in order to analyse the understanding of vital employability skills that these two tasks have offered. As defined by Suleman, (2018, p. 267), employability skills refer to the non-technical skills that an individual needs to obtain a suitable job. Moreover, these employability skills are also known as soft skills that are valued highly by employers. Some of the core employability skills include teamwork skills, communication skills, planning and organisation skills, time management skills, decision-making skills, and note-taking skills. According to the view of Gregorio et al., (2019, p. 257), individuals develop these skills at different stages and areas of their life such as at school, sports, through hobbies, and at work. Possession of these skills enables individuals to work impressively at work and adjust to business environments effectively. Through this study, the way I have developed some of the key employability skills is described along with my plan for further improvement of these core abilities.
[bookmark: _Toc88833976]2. Time Management skills
Time management is the act of planning different activities and creating a balance in life. Management of time enables a person to complete a task at a specified time. As an employability skill, it helps individuals prove their efficiency and enhance their professional reputation in the workplace (Sainz et al., 2019). In the following the development of this skill through the learning module and formative tasks is described:
Concrete experience: I had been given a task to prepare a formative report that needed to be submitted at a given time. I have managed to present the report to my tutor within the deadline however, I have faced several challenges while managing time for working on the task. Furthermore, I have also performed a classroom activity where I prepared a group presentation with my peers that offered considerable knowledge regarding the aspects of time management.
Reflective observation: As I worked on the formative task, I experienced several problems regarding balancing and distributing time between personal activities, study-related activities, and the task. I had many homework activities to do besides the formative task which delayed my work on the assignment. Furthermore, it has been hard for me to pursue personal hobbies, managing work along with regular studies and assignments. However, the classroom activity provided me with certain insights into the manner of effective time management. I further learned about the use of the strategy of 4D time management.
Abstract conceptualization: As per my view, I lacked the understanding of the time management concept that comprises several significant qualities. As per the suggestion of Rimmer, (2019), prioritizing, organizing, and scheduling is three fundamental pillars of effective time management. While I understand the importance of scheduling, I failed to prioritize and organize my activities that curbed my productivity. I scheduled all the tasks and activities however, due to lack of prioritization and proper organization of them some of the tasks took extra time to be completed. However, I managed to finish the work within the time specified by the tutor. As per my view, the quality of the assignment has been moderate as I rushed to finish the assignment within the minimum time available.
Active experimentation: I have planned to create a personal development plan to improve my time management skill where I can use the 4D time management tool effectively.
[bookmark: _Toc88833977]3. Written Communication skill
Written communication skills are the abilities that enable individuals to express their point across through their writing. Like verbal communication skills, written communications skills have similar importance relating to an individual’s employability. While some of the professional fields require great communication abilities some job positions demand great writing skills that communicate with the readers effectively. As per the view of Moore and Morton, (2017, p. 597), written communication skills share some features with oral communication skills however there are significant differences between them as written communication should concentrate on grammar, punctuation, and choice of words. The tasks mentioned above have helped me develop my written communication skills immensely.
Concrete experience: I had been tasked with a written assignment involving the preparation of a formative report. Furthermore, I have also prepared a group presentation that further required a great level of communication in the written form.
Reflective observation: As per the feedback received from my tutor, I have succeeded in defining and explaining the concept of the topic and the related aspects precisely. In my opinion, my written communication skills have always been strong pertaining to my hobby and preference for writing stories and speeches. However, I have faced some difficulties regarding the use of punctuation in the right places and grammar. I have a great understanding of the format and structure of formal writings such as reports, articles, dissertations, or essays. Additionally, my writing has complete clarity and the points I have attended in the report are concise.
Abstract conceptualization: As per the opinion of Sheronovna, (2021, p. 287), individuals often underestimate the significance of grammatical rules and accurate punctuation while writing. I have good knowledge of formal vocabulary however; I often get confused between tenses that leads to grammatical errors.  Hence, there has been some constructive criticism provided by my teacher regarding the areas of grammar and punctuation that I need improvement in. 
Active experimentation: As per the view of Madhura, (2018, p. 27), formal writing requires great attention to punctuation and grammar as it influences the degree of formality. The use of grammar and punctuation can be corrected by practicing various techniques and methods that can be applied to the personal development plan.
[bookmark: _Toc88833978]4. Research skill
Research skills enable people to search, find, collect, assemble, evaluate, and use the information and data that are relevant to a specific subject or topic. Research in academic and professional spheres are different however, the skills are developed by children through their academic years. In academic research, students need to search information intensively, investigate, and critically analyse them to respond to a particular question or a hypothesis. However, research skill is considered a valuable employability skill as it has a great role to play at work depending on the position of the job. Employers seek strong research ability in employees working in marketing, finance, management, or other strategic departments of the organizations who require to present new ideas or methods for organizational improvement such as introducing a new employee policy, or cost management strategy, or an innovative product development plan that have great importance in this competitive era of the business (Bandaranaike, 2018, p. 7). My experience related to research skills throughout the two tasks are explained below:
Concrete experience: Both the formative task, as well as the classroom activity, needed a great deal of research to answer every question. I used the digital library as well as the traditional library of my college to collect information about the topics.
Reflective observation: As per my experience working on these tasks has helped me substantially to develop online research skills. Previously to this assignment, I only possessed moderate research skills as I used a traditional library and I have great knowledge about academic books that help me find high-quality information. However, the tasks involved several questions that needed to be found on the internet as the books in the college library are not all updated. Hence, I learned to use the online library by using the computer system and extracted information from there. During searching and selecting information I have struggled with using the right source as there has been a wide range of data available on the internet. My tutor asked me to use Google Scholar to find scholarly articles and utilize them for the assignment.
Abstract conceptualization: As per my opinion, there is an abundance of information sources available online but it is important to evaluate the sources to use only the accurate ones that are written by eligible scholars. Due to my lack of previous experience in online research, I felt confused about the usability of the sources.
Active experimentation: As stated by Esparrago-Kalidas, (2021, p. 7), the CRAAP test is a highly useful tool to use for assessing information and sources based on relevancy, accuracy, freshness, and author’s qualification.
[bookmark: _Toc88833979]5. Planning and organisation
According to the definition of Crawford and Jenkins, (2018, p. 137), planning and organising are the abilities to recognize needs, set objectives, prioritize, and manage the workloads as well as resources. Proper planning and organisation greatly improve one’s ability to monitor their work progress, identify and mitigate potential problems. In an academic career, students need to plan and organize their personal activities and study-related activities. As per the opinion of Shivoroet al., (2018), organisation should be viewed as a lifestyle rather than perceiving it as a hard-to-gain professional skill. Organisation does not only refer to an assortment of activities but it also includes keeping things and tools in their proper places so they can be accessed when required. The planning and organization skills I have developed are evaluated below:
Concrete experience: In order to complete both the tasks I needed to apply my skills of planning and organising to a certain extent.
Reflective observation: In my opinion, I have a good planning ability as I plan my weekly activities ahead of time. In the case of the tasks, I have also used my planning skill to schedule tasks at the earliest. Despite that, I faced problems with organisation leading to a lack fo productivity. 
Abstract conceptualization: In my opinion,I lack organising skills that also involve some amount of prioritization which created obstruction for me to complete my planned activities within the expected time. Moreover, I have also realized that my poor organisation skills have also been affecting my time management skills. However, the case study relating to the classroom activity has helped me identify the negative organisation skills that reduce the productivity of an individual. As per my understanding, I often forget to keep the things I use in the right place, and later I cannot find them. Moreover, the delay in tasks is also a result of weak prioritization ability.
Active experimentation: The planning and organising skills can be improved by the incorporation of several positive practices that can be further applied to my personal development plan relating to these areas.
[bookmark: _Toc88833980]6. Conclusion
The above study has explicitly described my personal experience through working on the mentioned modules and tasks. It further explains in a reflective style the skills I have developed from the activities and the areas I still need to work on to improvise them.
[bookmark: _Toc88833981]7. PDP - SMART

	Specific
	Measurable
	Attainable
	Relevant
	Timebound

	Time Management skills
	· Time management skills can be measured by asking peers and class tutors to review self-improvement related to the completion of a task within time along with arrival at classes.
· Additionally, a self-planner and time tracker can be used to check progress.

	Time management skills can be improved by using the 4D time management model that represents Do, Defer, Delegate and Drop. 
Do: The small tasks should be completed at first to gain a momentum to work on the large projects.
Defer: The tasks that do not need immediate attention should be delayed or paused.
Delegate: An essential task can be reassigned to someone else in case of lack of expertise.
Drop: Unnecessary tasks must be dropped and removed from the schedule.
	Effective time management can help individuals form a balance between work, studies, and personal activities (Khan and Ankushrao, 2019, p. 63). The quality of the project can be improved by investing adequate time into it.
	6 months

	Written communication skills
	Advancement in this sphere can be reviewed and measured by the class tutor.
	In order to remove grammatical errors, various techniques and tools can be put into practice like proofreading, editing, solving more grammatical questions and workbooks.
	Improvement in this area can help me write more effective assignments and projects to score good marks in exams.
	3 months

	Research skills
	Research sources and incorporation of information can be reviewed by teachers to monitor progression in researching.
	I plan to evaluate sources by performing the CRAAP test as it has been found useful by experts in terms of research.
Currency: The date of the publication; whether the information has been updated.
Relevance: Whether the information is relevant to the topic
Authority: Author of the source
Accuracy: Correctness of the data
Purpose: Reason behind writing the piece of information
	Effective research skills are likely to help me write better quality assignments and answers.
	1 month

	Planning and organising skills
	It can be monitored by tracking own schedule and maintaining a planner.
	Organising and planning can be enhanced by creating a self-planner and consistently checking the schedule to check whether the tasks are completed within the desired time.
	Popper planning and organising can help me manage time in a better way.
	4 months
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