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Introduction

Employability skills are the main skills a person needs in practically any job. These essential skills are what majority of hiring managers look out for therefore, people who hold these skills are more likely to be offered employment with a company/organisation. Employability skills allow an individual to fit into any working environment which is why they are useful.
The reason for this article is for the author to emphasise on employability skills and how these skills have either helped them to complete activities, or they have developed during their studies. The author shall also be reflecting on Gibbs reflective circle.


Employability skills – Time management skill

Time management is about manging your time effectively by planning beforehand, prioritising, and being organised in order to complete things on time. Good time management skills improve one’s work performance. The author had to complete an activity where they wrote a report on a specific topic and received feedback from the written report which they then had to choose an employability skill that it has helped them to develop/improve on.
From completing the written report, the author received feedback regarding incomplete work. This feedback helped the author to understand that their time management skills were not strong as they did not manage to complete the activity before the deadline. With this feedback, it helped the author to think about how they could manage their time effectively in order to ensure they complete activities on time to the best of their ability. The author has now been able to develop good time management skills by planning ahead and whenever they have a new idea to jot it down in order to accomplish work and complete within the preferred time frame. 
Due to this feedback it has helped the author a lot as now they tend to write down deadlines a few days before the actual deadline in order to ensure that all their work is completed on time. Also, the author now feels more motivated and determined to tackle their work as they don’t feel stressed about running behind or not giving their all as they are organised now. Also, the author tends to prioritise work with the shortest deadline piece of work being completed first before other pieces of work. Although it has helped the author a lot already, it is still something that the author is still improving on and developing on more and more everyday to ensure success. 
Planning ahead makes you feel more in control of your daily goals. “Planning is bringing the future into the present so that you can do something about it now” (Alan Lakein). Planning beforehand has helped the author to reduce their level of stress as they never unexpectedly face anything as they have planned out their work and all alternatives possible if something does not go as planned. Also, planning has allowed the author to ensure everything they need to complete is done on time and as it should be the way they are expected to deliver a piece of work. 
Prioritising is determining and doing something in order of importance. Prioritising work reduces the chances of work overload as you are prepared to complete tasks. Prioritising improves work productivity as one is more focused and determined to finish one task before tackling another. 
After the author received their feedback, it allowed them to understand the importance of prioritising their work to complete it before deadlines and this is something the author has developed but is still improving on. By the author making their assignments their number one priority it has allowed them to ensure they never fall behind on work. 
Being organised is about being flexible and efficient with your time. Organisation helps to prevent you from being overwhelmed by a large number of incomplete tasks. It is important for a person to be organised as it can save them a lot of time within their day-to-day life. 
From the feedback received the author has become more organised by planning out their work and ensuring they are using their time usefully. It has also helped the author to develop flexibility. The author does not only interpret being organised within their everyday life but also with their work and their studies.




















Employability skills - Note taking

“Note-taking is the practice of writing down or otherwise recording key points of information” (Dr. Richard Nordquist).
Note taking skills are about actively listening, recording vital information. Note taking skills can improve ones listening as well as their efficiency and productivity in their work. Taking notes needs a lot of thought put into it as you have to think what information is key and is most needed in order to help you succeed and understand the topic properly.
Actively listening is all about putting your full attention on what you are being taught in order to gain a better understanding and improve knowledge. Listening actively provides you with a greater chance of remembering important information. As a result of this, you will gather a better understanding on the topic leading to excellent performance in your work and success. This is because, you can include what you learnt and noted down in your work which will then allow others reading to realise the focus you were paying. Active listening can be demonstrated within your written work by adding in vital information that was taught and you took note of. An active listener can be spotted in the performance of their work.
Recording vital information is important as it allows you to revisit notes from your learning and understanding which you can interpret and use for future work references. It also helps you to process information a lot better. The recording of vital information helps you to correctly recall information later. Also, recording important information can help you to effectively come up with a solution when facing a problem. This is because with your excellent records of key information you will have a much better understanding of the issue and can therefore give alternative solutions to resolve the issue. 
The author received feedback from their completed activity to “Ensure you use the full allocation of words to demonstrate your knowledge and understanding”. Note taking has massively helped the author with this as they put their notes knowledge and understanding into their work in order for better results. Now that the author has a greater understanding of note taking skills they are able to incorporate this into many pieces of their work improving work productivity and success.
The author is slowly but gradually improving on their note taking skills however, from the start of developing this very valuable skill they have been able to present it in their work during their studies for many different assignments. 
Good note taking skills has made the author less stressed when it comes to their studies as well as day to day life as they are now more understanding of everything they learn and can actively listen to all important information. As a result of reduced stress it has improved the authors performance in their work and gradually over time stress will not be a problem for them at all. 
From The feedback received the author will now try to ensure that they use their class learning and understanding effectively and interpret it into their assignments. Demonstrating understanding will improve progress and potential success. The author can now develop on their note taking skills with the feedback they got. 
Note taking is not only a vital skill within studies but also in the outside world career wise. Many employers look for employees who have excellent note taking skills and are active listeners as they know that they will have the ability to understand work learnt. Strong note takers are the people that many people look out for and are attracted to when they want to be successful.

















Employability skills - Planning and organisation

Planning and organisation skills consist of prioritising, time management and planning ahead.
Planning and organisation skills help you to keep your focus on doing the right tasks on time and setting your priorities. Planning and organisation skills are important if you want to achieve your goals. Having good planning and organisation skills is about setting yourself goals in order to complete goals in a specific time frame. It is about using your time effectively by taking on personal responsibilities as well as completing goals. 
Prioritising helps you to understand what tasks are most important with the shortest deadline so you can tackle those tasks first. Prioritising your work means putting your work into order with the shortest deadline work first. When you prioritise your work, it allows you to focus on one task at a time completing each one at the right time.
Time management is about finding ways to make better use of your time. Planning out your tasks and giving each task a specific time frame allows you to complete tasks on time leaving time for breaks to refresh your mind before then tackling another task.
Good planning skills can help to reduce stress levels, make one feel more in control of their life and allow you to manage your time effectively. Stress can often lead to lacking work performance and forgetfulness however with good planning you can prevent yourself from this. 
To have strong planning and organisation skills you must have the ability to plan ahead. It is believed that the more time you spend planning something the most chance it will be successful. Sometimes you can be overwhelmed and thrown a lot of work to complete in a short space of time and with planning ahead and being aware of these unexpected cases, you can manage and use your time effectively. “When you plan ahead, these unexpected projects will be much more manageable” (Mike Schmitz, 2015).
The author completed an activity where they had to write a report on a specific topic and from the report they received feedback one of which was about incomplete work. With this feedback, it made the author determine ways in which they could complete their work on time and this took a lot of planning and organisation. 
With the planning skill, it has allowed the reader to think of a plan in order to use their time effectively and complete their work before the deadline. Planning has made the author think of strategies they can use; determine what time personal responsibilities are not using up time and using that time to tackle work, every day giving themselves a few hours to complete tasks. 
With the organisation skills, it has allowed the author to complete personal errands as well as work. The author has carefully organised all notes for their work and organised their time effectively in order to be able to meet deadlines.
The author has developed planning and organisation skills and is improving on this skill as they are not only interpreting it into their studies but also into their personal life. With the author being excellent at planning and organisation they now are capable of completing all of their tasks before ethe deadline as they use their time effectively, plan for any unexpected cases and set themselves a strict routine. 
Ultimately with this skill it will allow the author to not only succeed in their studies but also within the outside world. Now the author can successfully plan out their priorities and by being organised complete their tasks before deadlines. This will massively result in the author progressing.
















Conclusion

To conclude, the author received some very important feedback on their completed activity which allowed them to understand and see what parts of their work they need to improve on and what parts they did well on and then concluded on what skills they have managed to develop throughout the module. The author developed time management, note taking and planning and organisational skills within this module and have interpreted these skills in their day-to-day life as well as in their studies and every day are improving on these specific skills. The feedback allowed the author to progress in their work.
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