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INTRODUCTION
The purpose of this written reflective report is to analyse and reflect on how learning on this Module has helped me develop my academic employability skills and using the feedback I received from all in -class activities.
COMMUNICATION SKILLS,   INTERPERSONAL SKILLS   AND  PERSONAL SKILLS:
COMMUNICATION SKILLS: Is define as the process of passing information and understanding from one person to another Quora ( 2018). In simple words it is a process of transmitting and sharing ideas, facts, values etc from one person to another or one organisation to another,( Quora.com).
During the in- class activities on this module we have study different academic and employability skills such  as  interpersonal skills, where I have to show my ability to work with other people, show my presentation skills, time management, my ability to take constructive criticism accept them and improve on them whenever they come from my manager to help better my productivity and efficiency at my workplace or future workplace, my ability to accept criticism  feedback for example during my last DSR presentation the my lecturer and my examiner gave me some constructive criticism and explain to me how to study and improve  better on the topics that I was presenting which help improve and better my reflection that  topics I was presenting before them afterwards I understand the  topic better which has help me improve my presentation skills and boost my confidence and my  employability skills,   personal skills has helped me become more confident about myself with coping with work stress and balancing personal life, my ability to define personal priorities and manage my time effectively has helped improve my employability skills.
Therefore, in communication active listening is very important because at my workplace for instance communication among colleagues from one department to another allows our work to be done productively and effectively to achieve the desired result, without communication and active listening  we can work as a team in my workplace.
Furthermore, Quintanilla et al  (2017). Wrote about the Scenario where retailer ,Best buy, listening to its customer more than ever by focusing on its  customer reviews. In this situation the company has started to share customer feedback from  retailer as result to change ways of doing things. The  feedback they get from their customers in a way to review their marking strategy to enable them  to run the company effectively, productively and profitable. ( Reid, 2014). Wrote about how honest feedback has helped , Best Buy, as retail company to initiate a program that rewards customers for completing reviews with special points to use towards future purchases. It was now known establish that customer feedback business strategy has now become a very important way many companies consider very well before making business decisions. 
However, a similar kind of feedback is also carried out in my workplace inform of survey with all employees to find out if their things that need to be changed or improved upon to make all staff work more productively and  effectively.

PROBLEM SOLVING : Is defined a process of finding solution to difficult or complex issues.(Lexicon oxford dictionary).  Also,  Maund et al  ( 2017). Wrote about how organisation and management problem solving model are used in a graduate management program and in variety of field projects where the concepts were tested by public and private sectors cases, such organisation could be internet companies steel production  company schools and hospitals etc. 
Furthermore, these model incudes  organizational system thinking and organizational problem-solving strategies, situation  where teamwork collapse into conflict and members of staff start to stress one another because of the work stress at workplace, Zeigenfuses (2001).
Situations where new software products fail to meet the delivery dated, some executive quite their job as a result, morally these often lead to low job satisfaction in an organization.
TECHNOLOGY SKILLS: My ability to use Morden technology  with application such as Micro soft Office, Excel Spread Sheet and Power Point  all the organization today need more people with information technology skills because almost every business today cannot function without Morden technology  because that’s the future in 21st Century is going more and more in that direction worldwide trend.
OTHER EMPLOYABILITY SKILLS I HAVE INCLUDES THE FOLLOWINS BELOW
· INITIATIVE AND ENTERPRISE
· PLANNING AND ORGANISING
· SELF- MANAGEMENT
· TEAM WORKING
·  My co -ordination and performance  at  my present workplace has become  more efficient and  productive because of  the above employability skills set  I now have study at the university and will help at my future workplace.

[bookmark: _GoBack]TIME MANAGEMEN: Definition is the process of organising and planning how to divide your time between specific activities . This will make me more effective at my workplace failing to manage my time well at my workplace will result to damage my effectiveness and causes stress that will not make me effective at work (mindtools.com).   Therefore time  management at my workplace is very important because it  helps me to keep track  of record how I manage my time at work performing my task and also helps  me organise and plan how long am  spending on specific task at my workplace, I have also observe at my workplace that when I manage my time well it does help me to be more productive and work more efficiently which I have noticed is a good employability skills at my present workplace and my future workplace  (mindtools.com).  Here I will write to reflect about ,the rule of 80% /20% work  time management smart strategy. Also, time management is not only important in my workplace, it’s also important  in private life to make me more effective.
 Furthermore,  this rule sometimes referred to as  ,,pareto principle,, which go further to explain that if I manage my time well at work by way of not wasting my time on doing things that are not important and productive, rather  when I focus my  time and attention on doing things that are important,  productively and effectively it will produce a quicker vast majority of time saving results, hence the rule 80%/20% was written by  pareto (1895 ). As principle  ( study.com).
 However,  written communication skills, are scenario where I must reflect on written communication, verbal and nonverbal communication, body language, in my academic writing with  reference to good use of   English language in words, paragraphs, summarising, paraphrasing, grammar , correct spellings and good structure of  my CV and cover letter, all the above and below  are the employability skills that I have  studied at the university, examples are communication skills, teamwork skills, problem solving skills, initiative and enterprise skills, planning and organising skills Self- management skills, learning skills,  IT- Technology skills example MS Office 2016, Excel spread sheet and PowerPoint. During the in class exercises I have   been thought how to summarise, paraphrase, in class presentation, as personal reflection strategies, all the above academic skills and presentation skills that I have study  at the university has help enhance and boost my confidence at my workplace when am performing any given task at my workplace and it has helps to boost and enhance my confidence at my workplace.
	CV WRITING 
A good CV is very important when to employability skills, hence my ability 
to write a good Curriculum Vitae (CV) where I must write to reflect on my above skills  set  above that I have studied at the university  and my  many years of  working  experience will help me  gain strong confidence about myself that will help  me stand out in the employment job market and for any potential organization that  am applying to work with however,  When writing my CV I should know I have to make it short as brief as possible maximum of two pages, this is because a length many pages   written CV  will not be regarded as a good CV by most  organization because the reader may not have the time to read everything that is written in the CV because time management is very important to most organisation to make them effectively, efficiently  and profitable. With reflection of what I have been thought in -class activities  relating to how I should  write and structure  my CV to a potential employer, how  my CV and  cover letter should look like and what should be included in my CV and cover letter. In the first instance,  my CV will clearly indicate  my name , address, email, and telephone number Then I write to indicate the university where I study, what  my qualifications are  for instance BA (Hons) university of wales 2018. Work experience, head manager health and safety officer ABM facility servicers London, UK  2012- 2017. This is because my work experience will give me  good  advantage because most potential employers and organisations are looking forward to read about my skills set,  working experience, my ability  to cope to solve complex problem when they arise, work in team in critical situations to solve any given task  to solve  any  problem in the organisation.
I will write to reflect on my seven years work experience, the various senior security training and positions I have held and all the further training   I have attended both in close circuit surveillance CCTV  operations and door supervision, first aid training, health and safety training,  office 2016 IT Skills in online networking, German language skills one line and two references including one professional and not professional include their telephone number and email for contacting them when necessary.
COVERING LETTER
However,  my cover letter must be written in such a way to hook the reader’s interest in the first sentence. (jobscan.co).My potential employer wants to see and read on my cover letter my  seven years working experience knowledge, skills  and insight that am bringing to their  company and writing to reflect on  my work history (businessinsider.com).Cover letter, that will reflect introduction of myself, mention the kind of job am applying will clearly written. My cover letter must also reflect three skills I have study  as written above from the job description show I have them and good at them, I will also make sure I reflect on using statistics numbers to back up my claims. My cover letter  must also reflect on my work experience needed to do the job am applying for. Finally, my cover letter must be written to encourage the reader to want to read my CV again and again. How I hope to contribute to the progress of the organization with my  above skills set and seven years working experience if am given the chance to join the organisation workforce team.
JOB INTERVIEWS
 Job Interviews are really tough, scary, and nerve racking most times, this’s because you have to be able to explain your  personal motivations clearly and articulately which can be very intimidating, and sometimes you don’t know what kind of person that will interview you some CEO can be very tough. However, I will practise  prepare myself very well in the skills set that am very good at answer all question am asked to the best of my ability professionally to reflect what I wrote on my CV and cover letter above and be confident, positive and genuine about yourself. More so, during the interview I will also think the interviewer is also a human too even if they happen to be CEO. (octopusgroup.com). Before the interview time  I will reflect on myself as good interview strategy to go somewhere quiet to relax try listen to relaxing music or take a deep breath to help me a bit pre- interview time , Also  during the interview I will always think about any questions the interviewer ask me before I  give them answer to any question to the best of my knowledge professionally,  and also give answer to the question am ask only with confidence.
Furthermore, I have to present myself very smart dress that will make me look professional and be ready to pitch my inter personal skills set such as presentation skills, time management, problem solving, IT-technology for example MS offoce2016, Excel and PowerPoint skills, my  ability to work in team with other people to take criticism whenever they arise and improve on them constructively to better my productivity in the organisation finally during the interview, I will trust my instincts and answer all questions  professionally with confidence as well.
USING ONLINE PLATFORMS SUCH AS INDEED.COM AND LINKEDIN.COM 
INDEED.COM:  
Indeed.com and LinkedIn are the two most popular resources for job seekers sites in the world in  (July 2019). However, the two sites offer variety of employment opportunities.   However, LinkedIn .com and Indeed.com are very different in the way  they operate in helping people to get jobs. Indeed .com operates in a way posting different jobs in their site online, they describe the job main aspect for example ,, sales manager ,,  position needed, they describe the job, and me  as a job seeker I will  register my details with them which will include my name, address, contact telephone number and email.  You upload  your CV into their site where they can see what  skills you have to suite the job  that was posted on their job seeker site, (socialtalant.com). 
However, Indeed .com is the world largest and most popular job seeker site with over 180 million visitors visiting the site every month, one of the highest qualify resume and CV listed and they allow employers to post jobs advert for free also  as the world’s largest job site, they get the highest number of job seekers online. They also allow employers to advertise their jobs directly if they are not more than five jobs advertised at a time.
Furthermore, indeed site provide build-in ATS  (applicant tracking system). for all employer who advertise on their site, these help them to keep track of all candidates who have applied for different jobs on their site. All  jobs  adverts created on indeed are automatically mobile compatible that will allow all  job seekers to get updates in  their mobile device anywhere they go, as far as 54% of indeed.com job seekers.
Therefore,  indeed also provide number of key statistics around competitive salaries and job titles, that helps them get important information and data that helps them improve job postings. According to an independent researcher job place on indeed drive three times as many hires as Monster, LinkedIn and CareerBuilder combined. Finally, because indeed.com is easy for job seekers to use, the site remains job seekers main tool and if you fail to be on their job seeing site, you are missing out.

LINKEDIN .COM
LinkedIn was founded in December by   Hoffman et al (2002). And was officially lunch in May 2003 with its head office in Sunnyvale – California in the United States.
LinkedIn main  mission is to connect the world’s professionals to allow them to be more productive and successful through employment-oriented service that operates via websites and mobile apps. Furthermore, LinkedIn  mission also is to be transparent about people data they collect and how is used because of data protection laws.  LinkedIn has more than 660 members worldwide and known to be listed among fortune 500 company today LinkedIn is the world largest professional network with diversified business model as result they get revenue from talents solution, marketing solution, and premium from subsidiaries in different countries worldwide. LinkedIn  encourage their clients to review and compare customer ratings. (Linkedin.com).
However, because  the site is  mainly used for professional networking, including employers posting jobs and job seekers posting their CVs to get verities of highly skills professional jobs posted, job seekers find the LinkedIn  platform more effective. Its parent  organization is Microsoft Corporation.
Therefore, LinkedIn  has many subsidiaries companies they are LinkedIn-Learning Glint Inc, Connect tier LinkedIn  Singapore Pte, LinkedIn Ireland Unlimited Company, LinkedIn Italy Srl , LinkedIn France Sas, LinkedIn Spain, card Munch, Inc. LinkedIn Australia ply, Ltd More. LinkedIn  also partner with CNBC.com online platform to tutor people via  video link.
Furthermore, LinkedIn also partner with YouTube video link using them  to tutor people via online video link. 

                                                     GIBBS REFLECTIVE CYCLE  (1988) MODEL
Gibbs Reflective Cycle is a model  where we are learning  by doing, learning from the process to improve  on my mistake while doing it again, Gibbs (1988). Encourages people in his reflective cycle model to think systematically about the experiences they had during a specific situation or whatever an individual may have undergo at a time the model  tells us to take note of specific situation during events or activities.
Therefore,   the analysis  of  Gibbs reflective cycle( 1988). Starts from   first Describing what happened, Because when describe what happened you can review and imagine the as human again and again to enable  me develop new strategies  in mind,  secondly Feelings of what were you thinking and feeling, This can  be when am not feeling happy I will make bad decisions, thirdly Evaluation what was good and bad the experience, by evaluating myself I will know my strength and weak point so can lay more emphasis to learn on my weak point. Next is for me to do some  Analysis to see what sense I can make out of the situation to make the whole situation better me, now I will  go to Conclusion where on what else could you have done to make things better, that I did not do Then you may come up with different strategies to make things better for yourself to se if things will turn out better than before.
Finally, I will develop some action plan and different strategies that if the same situation arise again this how am going to solve the problems to make sure the results will be better than before to make me happy about my new action plan and new strategies .
                  CONCLUSION
Writing this reflective assignment has helped me shape the skills set and knowledge that I have studied at the university going forward into the future because now I know better how to mediate in conflict situations that I personally experience at my workplace from some colleagues and my managers because of work stress.
Furthermore, as  a team leader at my workplace, so much responsibility are given to me by my managers and supervisor some of this responsibilities gives stress sometimes, for example anytime we are short staff my manager and supervisor will start to put more pressure on me to make sure the gap is closed and all operation and work should go well to satisfy TFL( transport for London )because we are  working for ABM SERVICES  UK , a  customer services contractor with TFL transport for London. But when I ask some members of my team to a bit more work than usual they get angry at me which sometime end up in conflict and argument at my workplace, but when see I argument is getting heated I will try my best to calm the situation before it get out of hand to becoming a big issue.
In some situation I will find a member of staff that I know I have good communication and good understanding with to get certain work issues sorted one team. My seven years work experience in this scenario will always a good factor and strength, that will  help me mediate well as a  team leader at  any time difficult stressful situation that  arise at my workplace to make sure everything is well done. My seven years of working experience in customer service with TFL( Transport for London ) and all the skills set I studied at the university has become a great advantage  for me now, and  in the future in the job market especially in the 21st century information technology  age of today.
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