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[bookmark: _Toc89608185]Introduction 
The entire concept of employability is about the skills that are transferable. These skills make an individual “employable”. Apart from having good technological skills or robust knowledge about any subject it is very important to have some of the skills that make an individual fit in any kind of job roles. The following section, by the help of the Gibbs reflection model, a reflection will be presented to understand how the learning of previous assignments helped to develop various employability skills. A personal development plan will be presented based on each skill. There are five factors on which the focus has been put such as: Time management skills, team working skills, planning and organizing skills, note taking and lastly presentation skills. The report will be concluded along with the completion of the classroom activity as well.    
[bookmark: _Toc89608186]Discussion 
[bookmark: _Toc89608187]Reflection on employability skills 
The main aim behind the Gibbs reflective model is about a type of self reflection process where an individual uses this self reflection tool for the understanding of different activities and experiences (Husebø, O'Regan and Nestel, 2015). Through this tool, several analyses can be made to learn about the strengths and weaknesses for drawing conclusions. After the completion of the previous learning, I decided to apply this self-reflection management tool to analyze employability skills within me for the betterment of them through proper action plan.     
This Gibbs reflective model comprises six basic steps to come to a conclusion: Description of the aim, Feelings while conducting any task, Evaluation based on the feelings and importance of the skills, analysis of the skills, drawing a conclusion, lastly developing an action plan to understand the key areas for development (Adeani  et al., 2020). 
[image: Gibbs' Reflective Cycle Diagram]
Figure: Gibbs reflection cycle
(Source: https://www.mindtools.com/pages/article/reflective-cycle.htm)
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In my previous assessment I was working on a module, I learnt about the two types of classrooms: blended learning process and traditional classroom. The main aim of the study was to understand and deeply learn about the concept of both the learning processes. The tasks we assigned as a team work and we were supposed to perform it all together. There were six more people in the team to conduct the research on the learning process. During this course, we tried to do deep research on the subject and find out the definition of blended learning, traditional classroom, and lastly the pros and cons of blended learning in today's classroom. During the teamwork I was allocated with the writing part where I had to write everything which has been jotted down by my peers and also to present the same to the others as well to make understand the topic and the importance of it. 
During this entire course, I came across several factors that made me realize that there are plenty of factors on which I have to strengthen the strengths more and work on the weaknesses for the more personal development in order to increase the employability skills within me. Initially before starting the assessment we were enthusiastic and motivated to conduct the task for better learning. Works and responsibilities were divided into each member. We had responsibilities like keeping the group on task and getting everything verified, recorder, maker of notes, reporter, presenter, writer and several smaller factors such as materials manager, resource manager. As I have previously mentioned I had the responsibilities to work on the writing part for the collected data and also to present everything at the end of the completion. During the first and second week of the group task, I had so many issues with my time management. I was not able to track the timing of the completion of the tasks. This is what happened because of my nature of getting easily distracted and lack of concentration towards a single task. I always have had this issue with time efficiency, but since I got into college, responsibility increased and that’s what led to stressful ambience which put me more into procrastination to work on my time management. While conducting this group assignment I came into realization that this is something there is not only affecting me, but my team members as well. Lack of scheduling or prioritizing affected my team directly and led to deadline issues as well. This also reflected my planning and organizing skills. According to some of the researchers, the main reason behind poor planning and organizing skills is stress and anxiety or sometimes procrastination to commit some tasks or making proper scheduling (Adebayo, 2015). Similarly, poor concentration or focus led to a lot of disorganization, and issues that affected my team members and team performance as well. Apart from all the weaknesses, my typing skills helped me to take notes from the class sessions and jot down in place. This is how we never missed any points that were taught during the lecture. Along with these, I was able to do deep research that helped me to contribute a lot in the team work. At the beginning of the tsak, our leader proposed distributed leadership where every single person from the group was able to participate in the group discussion and for the decision making as well (Harris and DeFlaminis, 2016). The quick problem solving skills helped me in participating in quick decision making and taking over the leadership position in absence of the leader. Each one of us, made equal participation in the group project and led the team as per our roles and responsibilities. Lastly, for the presentation of the group work, I was allotted the same where I lacked. Due to poor stress and time management I was not able to get the task complete right on timing and that led to lower self esteem and I was not able to deliver the same I was expecting to do so. 
Based on the above reflection of my employability skills while being a team member, there are certain points that can be drawn for a proper evaluation (Di Gregorio  et al., 2019). In our group assignment, three of my positive traits that I have found during this course are good problem solving, decision making, taking good notes and leading the team based on my capabilities. If I talk about the notes taking capability here, my typing speed helped the team a lot to jot down every single lecture the teachers delivered. This helped us to have all the important points for the lecture. Apart from this, another two things that helped me to make a huge contribution in the team are the quick problem solving skills and decision making as well. Most of the time, in a team, rise of conflict is one of the most common things that occurs and affects the team performance or down the team morale. Amid these conflicts, it is important to come up with a possible solution. Our distributive leadership style helped all of us to take equal participation and I took the responsibilities to lead the team for the deep research on the topic and creating a proper presentation with accuracy (Liang and Sandmann, 2015). These increased the team performance to a certain level. However, as for individual participation, I lacked in managing time and planning my own responsibilities. As I have previously mentioned, I was allotted the writing and presentation part for the whole assignment. However, from the initial day to the midway of the course, I faced a lot of problems due to lack of time management and planning to organize everything. This is where my other team members pointed out the exact areas and the causes which are leading to the poor time management and lack of planning or organizing. Issues like miss out the deadline or getting stressed while managing too many tasks at a time affected the team performance if I talk about my personal effect in the team performance.  
At the end of the discussion and the reflection based on my employability skills, I would like to conclude based on my experiences and collected information. From this teamwork, I came to know about the major weaknesses and strengths that have affected my own as well as the team performance. After the entire piece, I have realized that I mostly need to work on my weakness to learn about managing time, organizing and scheduling and lastly to have a presentation skill being confident. There are tools like 4D for time management or online sessions for learning scheduling or presentation ability. For example, by applying the 4D time management tool, I would be more able to develop my inner strength to manage time more effectively and put more focus on the allocated tasks. Four factors such as Do, Defer, Delegate and Delete are very effective to prioritize the tasks and segregate the timing for better management. As for the strengths, I will work on those to brush and make myself more efficient for better development. The following action plan will summarize the further development for my employability skills.      
[bookmark: _Toc89608189]Action plan (Personal development plan)
	Actions
	Objectives 
	Tasks 
	Time frame 
	Resources

	Time management 
	· Planning for the activities. 
· Establishment of the priorities. 
· Improvement of the time management skills 
	· Applying the 4D time management tool to perform the time management efficiently. 
· Avoiding all kinds of unnecessary events while conducting a task.
	3 months 
	· Several books on time management skills. 
· Asking for feedback from the peers based on the development. 

	Planning and organizing skills
	· Learning proper scheduling. 
· Organizing all the tasks before starting. 
· Creating a proper system for the assorting the important tasks to at the first place
	· Watching online tutorials.  
· Keeping a journal for the first few months to keep a track on the organization. 
· Asking for reviewing and opinions from peers. 
	3-4 months 
	· Online tutorials videos. 
· Feedbacks from the peers. 
· Tracker and journals.

	Note taking 
	To increase the speed by 65-70 words per minute and work on more to gradually increase the pace.  
	To practice more on the typing skills for the note taking 
	4-5 months 
	· Keeping a tracker for the speed test. 
· Typing medium. 

	Team working skills 
	· To develop more skills for quick decision making. 
· To learn about the conflict and its management. 
· learning better leadership skills. 
	· Joining online sessions for learning conflict management. 
· Joining community halls to learn about the leadership styles. 
· Practicing problem solving more often.
	2months 
	· Online sessions. 
· Membership for the community halls. 
· Books based on leadership styles.

	Presentation skills 
	· To learn how to analyse the audience. 
· To improve the communication skills. 
· To learn about the basic step for the presentation.
· Develop a proper personality and courage to take risks.  
	· Joining thorough online sessions to learn and develop proper communication skills. 
· Taking part in various discussions and debates to develop a string confidence level. 
	6 months. 
	· Online classes . 
· Group discussion and debate places. 
· Peers review. 



[bookmark: _Toc89608190]Conclusion
After the entire discussion on my employability skills, it can be concluded that the Gibbs reflection model helped me to find out the strengths and weaknesses in me and areas where I need improvement. The action plan is going to be a huge profit for my personal development in order to become a better employee in future. While working on the action plan, I also realized that time management is the biggest portion where I am lacking. So a 4D time management tool is going to be useful to mitigate the weakness. Thus, I will be able to make a better employee with a personality in order to contribute a major portion for the profitability of the teamwork.           
[bookmark: _Toc89608191]Class work 
1. Time management is a kind of process which helps in organizing and segregating the time as per the need for some of the specific activities (Kirillov et al., 2015). 
2. Donna’s list of time management problem:
· Lack of planning and organizing. 
· Lack of concentration. 
· Being forgetful for a specific task. 
· Utmost procrastination for committing tasks.
3. As per the case study given in the class work assessment, it can be seen that she has very poor time management skills. She is forgetful and easily prone to procrastination from doing tasks. Her disorganization manner also has a negative impact on her performance. The following 4D time management will be helpful for her to understand how the time should be managed.  
	Category 
	Action 

	Do
	· Organizing all the study material at a place. 
· Scheduling all the tasks. 
· Try to prioritize the importance first. 
· Keeping a journal for the time to time activities. 

	Defer
	· Rain Checking all the calls from the friends. 

	Delegate
	· Asking peers to help her understand the unsolvable parts. 

	Delete
	· Spending unnecessary time for any activities while committing to a task.   
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