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[bookmark: _Toc100095926]Introduction
The scope of this research is to describe the method of developing employability skills using reflective models. Employability skills are the capabilities that enhance one’s possibility of employment (Nisha and Rajasekaran, 2018). This report consists of four employability skills that need to be developed for academic and professional purposes. To describe the achievement of those skills, four distinct models have been used. Driscoll’s ‘What’ Model and ERA Model are comparatively less complex and set the process as an experience, the reflection on that and a subsequent plan of action. Kolb’s Experiential Learning Cycle and Gibbs Reflective Model set out more steps for analysing the learning from the experience and using that for deriving a better understanding for future action (Paterson and Chapman, 2013).

[bookmark: _Toc100095927]Group experience. Team Working Skill
To work as a group in academic activities is the first motivation for developing team working skills (Asonitou, 2015). The acquiring of such skills has led us to the successful completion of tasks. The personal development plan also holds details about this for which all of our group members have been able to maintain a good relationship and carry out the teamwork effectively. Driscoll’s ‘What’ Model can be applied here to describe the situation that led to developing team working skills.
What
When we started working as a group, there were very few responses from the members in meetings. This is because the bonding between us was not so strong and no one was feeling at home while communicating their ideas. 
So What
To enhance the engagement between team members, it was necessary to make the members feel that their opinions are being valued. This way, I showed that I listen to and value the ideas and views being shared by others is by responding to them (Bhagra and Sharma, 2018). We decided on the choices by taking the opinion of all members into consideration. We all had decided to help each other in their difficulty. For example, one of my teammates was facing a problem relating the writing to the given materials. It also made us feel that there should be a sense of cooperation among the group members (Jackson, Sibson and Riebe, 2014).
Next What
The next phase involves developing a plan of action to solve the problem. The Hackman Model was used to serve this purpose. This consists of five factors that should be considered or set as the condition for developing team effectiveness. The five factors include group stability, clear direction or engagement, developing a structure, building a cooperative environment and expert coaching. 
[bookmark: _Toc100095928]Planning and Organisation Skill
The planning and organisation skill was necessary since our group had to face a negative experience due to lack of this. The experience can be described using Gibbs Reflective Model as follows.
Description
In the initial phase when we started the journey as a group together, the work or assignments were divided into parts and allocated to the members randomly (Markkanen et al, 2020).  After we finished the task and combined it to get the outcome, we found the report quite disappointing. Eventually, at the last moment, we had to rewrite the report. However, the quality of the work could not satisfy any of us.
Feeling
The incident was definitely a negative experience for all of us. First of all, we were regretting our decisions since they led to the waste of a considerable amount of time (Rasul et al, 2012). Besides the quality of the task was very poor which could not help us to attain a good grade. But at the same time, there was a thought of getting rid of such unexpected incidents in future. It required definite planning so that time could be saved and the quality of work could be improved.
Evaluation
The experience made us learn how to formulate group strategies correctly. The important thing about group work is to understand the strength and weaknesses of the teammates. Accordingly, the work should be divided and allocated to the right person. This was the most important lesson from this mistake. However, we could not earn good marks on that task which affected our overall grades.
Analysis
The experience made us learn how to formulate group strategies correctly. The important thing about group work is to understand the strength and weaknesses of the teammates. Accordingly, the work should be divided and allocated to the right person (Santomauro and Carter, 2011). This was the most important lesson from this mistake. However, we could not earn good marks on that task which affected our overall grades.
Conclusion
Proper planning before starting the work was the first requirement to improve the work. At the same time, it could have our time significantly. To get the desired result from the group task we should have selected a leader first. The leader would have been responsible for maintaining continuous communication with the group members.
Action Plan
First of all, we needed to develop planning skills that might enable us to divide the work and allocate it to the right person. Also, time should be attached for the completion of each task. The organisation skill could have been helpful for doing the task in the right way that could save time and boost productivity.  Again leadership skill is necessary since there should be a leader who facilitates the coordination of tasks.
To develop the organisation skill, Trello was used allowed to keep track of activities. It helped to visualise the tasks being performed through a layout. On individual cards, due dates are mentioned and the progress can be checked. This tool was very effective for doing the task systematically.
[bookmark: _Toc100095929]Researching Skill
In academic tasks, researching or finding information is a great skill. It enables one to collect the right set of information from the relevant sources (Di Gregorio et al, 2019). To ensure the reliability and validity of the data collected is necessary to form an effective report. 
One experience relating to researching skills can be mentioned here. While completing the report of a particular report, we face severe problems due to a lack of data. The experience and the subsequent learning can be shared using the ERA model of reflection.

Experience
The task was to prepare a report which needed research on a particular industry. We were facing trouble in finding relevant data regarding the research which we could use to prepare the report. Again the sources of data and information needed to be credible to maintain the quality of the report (Casey et al, 2018). We were lagging in relating to the right set of data and were in a fix about how to demonstrate and interpret the output in the report. 
Reflection 
To reduce the possibility of such unexpected circumstances in future, we arranged a group discussion soon after the submission of the report. All members were told to share their opinion regarding how to fix the problem. All the feasible ideas were considered for further processing. Arguments and criticism were placed to analyse the strength and weaknesses of the ideas. Through the constructive discussion, we developed an approach that has been used later in other works as well. 
Action
Finally, we chose to stick to the CRAAP method to improve our research skills. The CRAAP test sets five aspects of information considering which can lead to finding appropriate information for the research. Sticking to this helped us a lot to get and arrange the information suitable for the writing. At the same time, it was beneficial in determining the sources that are considered to be reliable. 
In the further works, we followed this strategy for finding out the relevant information that improved the work related to research to a great extent. The importance of acquiring this skill for our academic purpose was immense. This skill assisted us in the later works that needed much external information (Milad, 2017). We were able to gather and use information accurately and efficiently and earn a better grade on the task. Besides, our quality of report improved noticeably which set the new benchmark.

[bookmark: _Toc100095930]Presentation Skill
This skill involves providing an effective presentation before audiences who can belong to different categories depending on the topic or purpose of the presentation. It can hence be connected to the public speaking ability that is mostly required in both academic and professional activities (Rosenberg, Heimler and Morote, 2012). Inability to properly deliver the speech in a presentation can create a communication gap. Hence I have focused on developing the public speaking skill in the PDP attached in the Appendix as well. My first presentation can be set as an example of such failure. It can be expressed through Kolb’s Experiential Learning Cycle. 
Concrete Experience
As mentioned before, I was feeling very nervous before my first academic presentation. This is because I didn’t have any prior experience in public speaking and was afraid of standing before some unknown faces. As a result, while delivering the speech, I could not concentrate fully on my presentation slides. At a point, when an audience raised a question, I could not answer it as I was being unable to think rationally. 
Reflective Observation
The lack of presentation skills could create a great threat to my academic progress. It could restrict me from sharing my thoughts before a group of people (Dolan, 2017). If this problem is not solved at the very first stage, professional life can be hampered significantly by this. This was my first realisation from the experience that made me think about alternative ways to improve my presentation or public speaking skills.
Abstract Conceptualisation
Later when I thought about this incident, I felt a major weakness in public speaking. Poor delivery of the speech was making me unable to communicate the task I'd performed. Again such failure led me to attain a poor grade on the presentation. I needed to overcome this obstacle since I had to experience this multiple times in future. Hence I felt to find a firm solution to this problem that will help me to get rid of fear.

Active Experimentation
I realised that continuous practice can solve the problem to some extent (Guo, 2013). Besides, developing a sense of confidence will help to stand firmly before the audience and deliver the thoughts effectively. 
To develop a presentation or public speaking skills, the interactional model can be used. It can make the presentation more effective by engaging the audience. It involves three steps - encoding, decoding and feedback. The example of this process can be expressed by one of my presentation experiences. In The encoding phase, I used some gestures and tone adjustments while delivering the speech. For example, while uttering important words, I emphasised by deep voice tone. The decoding allowed audiences to understand the area that I tried to emphasise. As a result, feedback or responses came in the form of questions. This is to mention that I was ready to answer questions from the area I emphasised. This strategy helped me in a later phase to deliver the presentation effectively and attain a good response from the audience.
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	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Developing public speaking skills
	By practising the interactional public speaking model
	It will help me deliver speech more effectively and share thoughts
	By creating engagement with the audience and obtaining better scores on academic presentations.
	3-6 weeks 

	2. Improving researching skills
	Using CRAAP method
	By enabling us to determine useful information for research
	The achievement will be considered when we will be able to produce better quality research reports
	4-6 weeks

	3. Improving organisation skills
	Use of Trello 
	It enables to perform systematically
	Ensuring work is done timely and efficiently
	2-3 weeks





Using the Gibbs Reflective Cycle
	Description
(What happened?)
	The tasks of group work were allocated to the members without discussing them.  After finishing and combining it, it was found that the objective was not met. As a result, the quality of the work was degraded which led us to a poor grade. 


	Feelings
(What were you thinking and feeling at the time?)
	The incident made us think about the root of the problem and the way to get rid of it in future. We should have decided on the core contents to be covered in the writing. Besides coordination should have been maintained to produce a good report. 

	Evaluation
(What was good and bad about the experience?) 
	The mistake made us learn the importance of effective writing skills. We later applied the learning to develop our written communication skills. However, the poor marks in that particular course deteriorated the overall grade.

	Analysis
(What sense can you make out of the situation?) 
	From this experience, we realised that written communication is an important academic skill. It is needed in almost every academic activity. It requires determining the message to be delivered first and designing the report accordingly.

	Conclusion
(What else could you have done? Or what could you have improved?) 
	We could have discussed the purpose of the task before writing. It could clarify the objectives and contents that should be on the report. Thus our writing could have been improved.

	Action Plan
(If you did another presentation, what would you do differently? What skills do you need to develop?) 
	To write effectively, we have to work on our written communication skills. In this case, reading more can help to make the writing informative. Besides, from the next presentations, we ensured to proceed strategically and prepare an effective report.






Reflective Questions Activity
The way I showed that I listen and value the ideas and views being shared by others is by responding to them. According to my opinion, this is the best way to make the group discussion effective. We decided on the choices by taking the opinion of all members into consideration. But before that, we had to specify the areas regarding which choices had to be made. In completing the group task, I, first of all, focused on completing my own task very carefully. However, I also helped my other group members when they were in difficulty. Also, my leadership skill helped the group to coordinate and combine the task to get the final output or job ad. To make my ideas known to others I discuss them in group meetings. I seek questions and criticisms from all other members about the idea. I also communicate the idea with proper logical reasoning so they can understand the rationale. To divide the responsibilities among members, their personal SWOT analysis was taken into consideration. Accordingly, the tasks were divided and allocated to the right person. If someone seemed to be left out of the discussion, the rest of us tried to involve him or her in the conversation. We asked him or her to put an opinion on a given topic and clarified confusion where needed. Again when someone failed to do as per their promise, I asked the reason behind it. In most of the cases, they had a valid reason to skip the task, for example, sickness, personal issues and so on. Hence we tried to console him or her and solve the problems. I contributed to the report or job ad by gathering relevant information and deciding which part should be assigned to whom. In preparing the job ad, I worked on a specific type of motivation that arises from pay. Since I studied relevant journals on job roles, I was assigned to present description of the role. I researched the relevant topic from genuine and reliable sources. I tried to infer understanding from job ads of different firms and relate it to my writing. While presenting my part in front of my peers I was feeling confident. This is because I was well aware of the topic and hence could possibly answer questions regarding it. 

Presentation of Job Ad. Evaluation Form Group number - 2


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	x
	
	

	
	Working as a team

	
	
	x
	
	

	
	Public speaking

	
	
	x
	
	

	
	Professionalism

	
	
	
	x
	

	Total score = 13



	Strongest skill
	


	Skill which requires development
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	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	X
	

	
	Working as a team

	
	
	
	X
	

	
	Public speaking

	
	
	
	X
	

	
	Professionalism

	
	
	
	X
	

	Total score = 16



	Strongest skill
	


	Skill which requires development
	















Presentation of Job Ad. Evaluation Form Group number - 4


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	x
	
	

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	x
	

	
	Professionalism

	
	
	x
	
	

	Total score = 15



	Strongest skill
	
Working as a team 

	Skill which requires development
	
Public speaking 








Presentation of Job Ad. Evaluation Form Group number -


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	x
	

	
	Working as a team

	
	
	
	x
	

	
	Public speaking

	
	
	
	x
	

	
	Professionalism

	
	
	
	x
	

	Total score = 16



	Strongest skill
	
Working as a team 

	Skill which requires development
	
Public speaking 








Presentation of Job Ad. Evaluation Form Group number -


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	x
	
	

	
	Working as a team

	
	
	
	x
	

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	x
	

	Total score = 16



	Strongest skill
	
Working as a team 

	Skill which requires development
	
Public speaking 








Presentation of Job Ad. Evaluation Form Group number -


	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	
	x

	
	Working as a team

	
	
	
	
	x

	
	Public speaking

	
	
	
	
	x

	
	Professionalism

	
	
	
	
	x

	Total score = 20



	Strongest skill
	
Working as a team 

	Skill which requires development
	
Public speaking 
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[bookmark: _Toc100095932]Conclusion
Throughout the report, the importance of employability skills can be noticed. These skills are not only important for academic activities but also for a successful professional life. The models mentioned here have been described with the proper example of my academic experience. The point that should be emphasised more is the successful identification of areas or skills which should be developed (Sung et al, 2013). In academic activities, group work is mandatory and hence there should be a strong relationship between the group members. Besides, the experience both positive and negative should be analysed to get reflective learning from that and work on it so a more effective outcome can be produced.  
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