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                                                            INTRODUCTION

The method of education comprises training, teaching, directing, and discussing the concept provided. In the below context, various skills on academic and employability will be elaborated. In Task 2, the time management skills of employees will be discussed wherein; several skills will be mentioned and described. The factors of team working skills will be mentioned and described as well as including factors of information and research skills will be explained thoroughly.







EMPLOYABILITY SKILLS LEARNED FROM THIS MODUL
Employability skills are the skills that help personnel to achieve employment and sustain employment and to thrive in the workplace. These skills help to be better at the workplace and work harmoniously and increase the productivity level. This skill helps to achieve better promotions and higher designations and have a better image in the workplace. The employability skills learned from the module includes the following.

TIME MANAGEMENT SKILS
Time management skills refer to the skills of managing time and completing the work under the assigned time. Time management skills are especially important in the workplace and in personal life (Afsaneh et al., 2019). Time management skills require discipline and proper determination to finish the work on time. 
The reflective model that I have been using to develop my time management skills is the Gibbs reflective model. The Gibbs reflective model consists of the following points:
Description: and the details of the experience like what was the task about and the result of the task or the completion time of the task.
For example, I was given an assignment on the time management skills of employees in the retail sector. I had to submit the assignment in one week and I had to interact with the employees and the workers on time management and how they managed the time. 
Feelings: refer to the feeling during the experience of the task and the feeling after the task. These include some points like the feeling during the task, feeling after the task, feeling before the task or experience, what might have been other member people feeling and what is the feeling about the task or the experience in the current time.
For example, I was very punctual in the workplace from the first day of my task and I had an incredibly good feeling that being punctual helps to be better at the learning process, also submitting the assignment on time made me feel better and satisfied, also being punctual helped me to analyze the routine of the employees and the business itself. 
Evaluation: refers to the analysis of the experience or the task and what happened in the task. Evaluation includes points like things that turned out well in the experience and things that did not turn out good in the experience (Brock et al., 2019). Also, what did the self-have done on the experience and the task and what others were doing and had done on the experience? 
For example, I realized that time management and being punctual at the professional level is especially important and it creates a good image in the workplace. 
Analysis: refers to the inspection of the experience or the task. These include points like why the experience turned out to be good or why did not the task turn out to be good as expected and what could have been done to make the task or the experience better. 
For example, the submission of my assignment was on time, and this gave a good impression to the teacher, as I was among the very few who submitted the task on time. 
Conclusion: refers to the outcome from the experience (Brown et al., 2018). These include the development because of the task or the experience and analyzing the development of skills required to succeed in this type of task and what else could have been done. 
For example, from this assignment, I learned that time management plays a vital role in professional and personal life and helps in managing professional tasks being punctual and finishing tasks on time help build confidence and self-morale in a good manner.  
The Action Plan: includes points like what could be done better if the same experience is repeated, the skill requirement for the experience or the task, and how can I do the task next time.
The reflection has shown how I have developed time management skills so far. And the following will show how I can improve more on my time management skills. 
 
	Task/ Skill that has to be developed 
	Action plan
	Resources 
	Target date

	Time management skill
	From now onwards, I will try my best to finish the tasks and assignments that are allotted to me within a fixed time and be punctual as much as possible 
	Clock, software that will help me manage my time and organize my time. 
	20.12 .2022


Table 1: Action plan of time management skills
(Source: Created by the learner)
 
The tools that I have been following to develop my time management skills are the 4D tools for time management. The 4D tool includes the following.
Do: the first step of the tool suggests doing the minute tasks first. This will help to create an air of confidence and momentum on completing more tasks. This taught me to do small tasks first as this will create a momentum of work glow and will also build confidence. This will help me to be quick on the time 
For example, replying to emails, printing of reports and making calls 
Delay: this refers to the temporary ceasing of works that do not need to be completed first or that have time to be submitted and prioritizing the time on the projects and tasks that need to be submitted earlier. This taught me that I need to prioritize the tasks that I need to complete and submit early, instead of the tasks that are new and can be delayed. This will help me to organize my work and set the plans on what tasks I need to do first.
For example, new projects or tasks, new requests. 
Delegate: taking tasks that could be done in a better manner because of my expertise. This point has taught me that I should take the tasks and jobs that I am expertise at, as this will assure me that I will achieve the goal (Cagliyan et al., 2017). Following this step will help me to organize the plans as I am already aware of the topic or the task that has to be done.  
Example taking of tasks that I am good at and expertise in completing that task. 
Drop: removing tasks that are not necessary. This taught me that I should identify and avoid the tasks and works that are unnecessary and will act as an obstacle in the workflow. 
For example, unnecessary emails and meetings. 
TEAM WORKING SKILLS:
Teamwork skills refer to working in a team harmoniously and productively. The team refers to the people who are organized together serving the same purpose or aiming for the same goal (Suarta et al., 2017). Teamwork skills require better communication skills and time management skills, also the understanding of the other team members and having patience with the team members. 
The reflective model that I have used to develop teamwork skills is the Gibbs reflective model. 
Description: I was given an assignment on communication skills with four of my colleagues and we had to complete the assignment of communication skills at the professional level. This required the four of us to work as a team and merge our projects and submit the assignment as a team.
Feeling: I had to communicate with the team members and understand and decide with the team members about our roles in the projects. This made me a little anxious at the beginning but gradually I got used to the team members and understood them well. 
Evaluation: I learned that the members of the team had better teamwork skills and agreed to the ideas that the other members made (Moldovan, 2019). I also communicated with the team members and allotted the members their roles, this made us organized and helped us work better as a team.  
Analysis: After the inspection of the experience and the assignment that I had, I believe that better communication among the team members could have made the teamwork more harmonious and better. I also realized that the patience level and the understanding level of every team member matter in the productivity and the harmony in the team. 
Conclusion: due to this assignment I learned teamwork and understood the importance of communication in the team. I also have better organization and planning in the team. This also gave me an experience of working in the team and working with other team members who are working together to achieve the same goal 
Action plan: shortly if I get the same experience and the task to work in a team I will have to communicate and engage better with my team members and understand their perspective on the goal and how we can achieve the goal and apply patience in my team. 
	Task/skill that has to be developed 
	Action plan 
	Resources 
	Target date

	Team Working skills 
	In the future, I will be more patient and have better communication with my team members and would also organize the goal and roles of the team 
	Team members will help me to stay motivated and help me to achieve the target under the allotted time. 
	27.01.2022


Table 2: Action plan of team working skills
(Source: Created by the learner)
The Tool that I used to develop my teamwork skills is the project management software. This has helped me to organize the roles of the team members and also screen the progress of the team members (Rimmer, 2019). This has also helped me to communicate with my team members in a better manner and understand the roles and the level of the team members. 
RESEARCH AND INFORMATION SKILLS:

This refers to the ability to find an answer to the question or find a solution to the issue. This refers to the ability to gather appropriate information on the topic and conduct a proper analysis of the research and interpret the solution on the issue. Research and information skills require a better understanding of the topic and the issue and researching the solution of the issue and the question. 
The reflective model that I have used to develop the research and information skills is the Gibbs reflective method. 
Description: I was assigned a project on plagiarism and academic plagiarism. At first, I was unaware of the concept and had to research and collect information about the plagiarism topic. I had to submit the project in one week and I had to interpret the research and make a project. 
Feeling:  I had to research a topic that I was not aware of. This made me nervous at first and I was in paralysis of how I could research and interpret the topic on the project. But later on, I learned about the topic and understood more about the topic. This gave me confidence and helped me finish the project. This project taught me to research well and I understood that the first step to research a topic is to first understand the topic by looking up its definition. 
Evaluation:  after I understood the task and the topic, I interpreted the topic on the project and completed the project on time. This could have saved more of my time if I had understood the topic well and if I had the idea of searching for its definition in google at an early stage. 
Analysis: I searched about the topic and the details of the topic and then I researched the types of plagiarism and the importance and the impact of plagiarism this made me understand the topic in a better manner and the completion of the task was possible 
Conclusion: I learned that if I get an issue and a problem, then first I will take time to understand the problem and the nature and the origin of the problem. Then after I get a better understanding of the topic or the problem, only then will I start to interpret and solve the problem. 
Action plan: in the future, if I get a similar problem and topic then I will consult with my colleagues and try to get a better understanding of the topic, or the problem then understand the origin of the topic and solve it.
 
	Task /skill to be developed 
	Action plan 
	Resources
	Target date 

	Research and information skills 
	In future, if I get a problem or topic that I am aware of then I will discuss the topic with my colleagues and friends and get a better understanding of the topic. Then I will try to search for the appropriate solutions for the problem. 
	Friends and colleagues and knowledgeable persons with whom I can consult about the issue and the topic and get a better understanding. 
Searching on Google will also help me to understand the topics.  
	26.01.2023


Table 3: Action plan of research and information skills
(Source: Created by the learner)
The tool that I have used to develop my information skills is the CRAAP test. The test includes currency, relevance, authority, accuracy, and purpose. These points are as follows. 
Currency refers to the reliability of the source of the information and that the information or the research is based on the current experience and learnings. This has helped me to develop my research skill by analyzing whether the information is reliable or not and the time basis of the information.  
Relevance refers to finding the solutions that fit the problems or the topic, in other words finding a relevant solution to the problem (Valero et al., 2020). This has taught me to search for the relevant solution to the topic and the problem that I will have. 
Authority refers to the authenticity of the information and the research. This has taught me that I should find solutions that are relevant as well as authentic. This will improve the authenticity of my research and interpretation of the project.  
Accuracy refers to prioritizing the accuracy of the information. These are accompanied by evidence. The evidence will help the audience to believe that the project is authentic and accurate. This taught me to have an accurate and authentic project, and research authentic information. 
Purpose refers to the information and research that is being researched is relevant to the topic or not. This taught me that I should understand the issue and then the purpose of the research, and how the research will help me.
CONCLUSION:
The report has significantly discussed skills of academic and employability. Task 2 is entirely about the report that discussed the employability skills that includes the skills required for the time management and its description with the help of Gibbs reflective model with the table of action plan. Also, elaboration of team working skills with the help of Gibbs reflective model along with the action plan table and description of research and information skills with the help of the same model.
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