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 Part one
The benefit of employability skills to me as an employee. There are lots of important qualities, a employee needs to bring benefits to the employer. I will try to explain these qualities and give examples of how we can implement this to our self. At first I will give an example of Time Management.
Time management is one of the fundamental skill a employee should have. Even in our daily life we should know how to manage our time. There is a arabic proverb which said "Time is like a sword: if you don't cut it, it cuts you." 
I have learnt to manage my time in my university. Which means I will be productive and I can do my task on time. I can be beneficial to my employer by doing the right thing at the right time and increase effectiveness and efficiency.
Give more time and effort on priorities rather than non-priorities. Be organized and setting up goals for my employer. The author Neil James Shipman identified six principles for effective time management. These principles included being aware of self, structuring time appropriately, setting goals and priorities, increasing personal efficiency and effectiveness, scheduling time for activity, and scheduling relaxation time. Another author gave some examples of time management, which are, making lists, organizing, goal setting, keeping and routinely evaluating one's schedule, and breaking down tasks into simpler parts. If I or any employee can have these qualities of time management, we will have a big impact in our work place.

NEGOTIATION
Negotiation skill is also important to have as a employee. You should be fair, seek mutual benefit and maintain a good relationship so you can have a successful outcome.  Stages of negotiation. 1) Preparation 2) Discussion 3) Clarification of goals 4) Negotiate towards a Win-Win outcome 5) Agreement 6) Implementation of a course of action. (http//www.skillsyouneed.com).
Before any negotiation takes place, you should prepare well and plan your steps in order, so you can save time. Make sure you know all the facts and maintain the rules of your company. Setting a limited time-scale could help. Sometimes you have to compromise and look at the bigger picture. Compromises are often positive alternatives which can often achieve greater benefit for all concerned compared to holding to the original position. By having these negotiation skills, we can bring lots of contracts to our company. 
Interpersonal skills
There are lots of interpersonal skills. I have named seven. The seven types of interpersonal skills a employee needs in an work-place are,
1 Verbal communication
2 Non- verbal communication
3 Listening skill
4 Negotiation
5 Problem solving
6 Decision-making
7 Assertiveness
I will explain some of the words meaning below. 
Verbal communication means, communicate through words with the correct tone and manner.
Non- verbal communication is your facial expression, body language and hand gestures.
Assertiveness means that you express yourself effectively and stand up for your point of view while also respecting the others. This kind of people gain respect from others and employers admire them.
Team- work
Team-working skill is very important for an employee. If you can work in a team you have an advantage. Because when you work in a team there are lots of quality you have to have in you and sacrifice a lot of your own ego and balance it with others.  when an organization put a good team together they can bring success to that organization. I will give some advice needed for a successful team.
1) Make sure everyone clearly understands their roles and tasks
2) Give the right tasks to the person with the right skill
3) Have people who can coordinate and accept responsibility
4) Being comfortable with disagreement and seeing it as useful
5) Listening to others and giving constructive feedback if needed
Also when you work in a team you should say positive things to give every one extra energy and boost their morale.
Critical thinking
As an employee you should have the thought (mind) of critical thinking. When you are given a task or making decision for the company you working for, you should not only think for the short term but for the long term and for the betterment of the company. Insightful thinking will actually save employees time in the long run because the employee will avoid making mistakes such as jumping to the wrong conclusion or making a decision that others reject down the road. Few years ago I read in the news paper that samsung's critical thinking lead to their success. They made lots of profit and was challenging 'apple'( I-phone)in the world stage. When they found out that other smart phones were selling their mobile phones nearly twice as much, because samsungs policy was sell cheap so customers will buy it. Then they realized that their phone has the same quality as others so why sell cheap. Since then they have worked hard to make their phone more attractive and improve the quality more, increase the price and now they are one of the top phones in the world. So critical thinking is a vital quality a employee needs.
Leadership skill
Leaders are paid more so as an employee you should try to gain leadership skill and be successful. As a leader you should have these qualities, Vision, Influence, Direction, challenging, Communicating.
As a leader you must create the correct atmosphere'
As a leader you must inspire others towards a particular goal,
As a leader you must build effective relationship with followers to ensure that they can follow you in tough times as well as easy times.
I will give you some chinese-proverb to understand some qualities of a leader,
Be the first to the field and the last to the couch.
Deep doubts, deep wisdom; small doubts, little wisdom.
Dig the well before you are thirsty.
If you are patient in one moment of anger, you will escape a hundred days of sorrow.
To know the road ahead, ask those coming back.
These proverbs teaches us that as a leader you have to be the first one to the field, make your big doubts into big wisdom, advance thinking, have patient and ask those who know. This knowledge is from the book (morgan,p.(2017) The business students guide to study and employability.London:SAGE Publication.)
I T SKILLS
I T has changed the World. Every employer looks for I T skills. As an employee you must learn the latest I T skills and know how to use the latest I T gadgets.
I T has made our life easier but also stressful. One press of the button can destroy all your hard work. Fraudsters can take all the money from the account, so you must know how to keep yourself and your employer safe. One story I heard from a friend was, a student when to the middle east to study. At that time I T was very new at that part of the world, and he (the student) had some form of I T skills. So he started to build websites for small firms and then big firms. Within couple of years he became a millionaire. This days apps are very popular, every business want their own apps, so as a employee you must have knowledge of this. Internet security is another important factor, as a employee you should know how to keep all your company's data and information safe and secure.

So far in my report I have written the benefit of employability skill to me as an employee, now I will write the benefit of employability skill to employers.
The employer will have good quality team of employees whom they can count on.  The employees will make every second count when in work because they know the importance of time management and understand the value of time frames and deadlines. The employer will have a employee who is organized, who knows when to give more priorities to a task and knows the best area to focus on. 
Through interpersonal skill the employees will have a good understanding of each other, respect each others view and gain trust and confidence. This will give a calm and peaceful working environment which the employer will be proud of. 
When the employees work as a team as they have learnt the teamwork skill they will achieve more in less time and boost productivity. The employees will encourage and motivate each other to work to their strengths and talents, which is key to the success of any organisation. 
Through presentation skills the employees will be able to bring new contracts for the company and when the company invents any new products the skillful employees can do presentation and boost sales. Also through presentation the employee will bring new investors because they have learnt to build rapport with the audience and win their hearts. (1500 words)


Part Two
This module has helped me develop my academic and employability skills in many ways. From the first day which was 25th April 2018 I have gained confidence and have a plan for the future. The first skill I developed was SWOT analysis. I have learnt what are my strength, what are my weakness, what are my opportunities and what are my threat. I have also learnt how to make my threat into opportunities.
On the third week of my learning journey I have developed communication skill, team work and presentation. These are very important employability skills employers look for. It wasn’t easy but I practiced with my colleagues and the more I practiced the better I got. Presentation was very nerve-racking. When all eyes gazing at you its hard to stay focused, but after getting advice and guidance from my lecturer I got confidence and was able to do the presentation. 
On the fourth week we looked at successful and influential people and studied their life, this gave us courage and vision for our own success. It’s a saying that said "tell me who your friends are and I will know what kind of person you are". So if we read and study about successful and influential people we will get inspired and try to be like them. 
The seven habits of highly effective people
This knowledge about habits was very useful in my employability skill. This gave me a platform to start my new journey and start to implement these habits so I can be a highly effective person. When we learn and get knowledge we should try to practice and implement to our daily life because" Knowledge without action is wastefulness and action without knowledge is foolishness." (Al-Ghazali) 
V A R K learning style
V A R K taught me that different people have a different way of learning. We should choose the best style of learning which will be easy for us to learn. My style was reading and writing. 
When working as a team to prepare a presentation, the positive aspects of my experience are, 1) There was unity within the team, 2) The task was big but when we divided between us it was small, 3) I gained extra knowledge from my team members, 4) When seeing my team members doing their presentation with confidence, I also got confident and courage, 5) My communication skill improved and I also learnt to do things in new perspective.
The negative aspects of my experience are, 1) Clash of ideas, some team members want to only use their ideas they don’t respect others, 2) Some team members don’t contribute anything at all and others want to be so bossy, 3) When sharing my ideas, someone else takes credit by saying it was theirs.
When delivering a presentation the positive aspects of my experience were 1) I was confident and volunteered to go first, 2) I had good volume in my tone, 3) My start and finish was good, 4) I helped my team mate when needed.
The negatives were, 1) I found it hard to look in peoples eyes, 2) Finished too quickly, 3) Handwriting let me down.
Academic writing-referencing, paraphrasing  and writing in the 3rd person for the report was difficult in the beginning but with the help of my lecturer and practice I got better. You feel you are on top of the world when you do it right, and get frustrated when you get it wrong.
I feel I can improve myself in every field of employability skills, by more practice, more research, more study and regular attendance in my university. As they say "Practice makes perfect". (600 words)  
 
   
  


  
 

 
























































