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Executive Summary
This is the reflective reports of the author about the employability skills that are essential for organization to gain objective from own performance. The purpose of the report is to show the feeling of an individual from first week to till last week and own employability skills. By using literature review, the employability skills of an individual are clearly defined. To improve self-skill, SWOT analysis and Action Plan has showed. The academic report is finding that an individual has get opportunity due to have employability skills.
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[bookmark: _Toc17066478]Introduction
In competitive market, employees have to be more skilled in the workplace and the employer seeks an individual who has employability skills as per competitive advantage. Every person has to improve their performance that is gained through employability skills (Lowden, et al., 2011). If a person has less employability skills, there is lower possibility to get appointed to the workplace. Employer wants productive employees where it is essential for an employee to gain employability skills. The most important employability skills are time management, communication skill, presentation skill, decision making skill, interpersonal skill, negotiation and persuading, technological skill, teamwork skill and others. The employability skills contribute to organizational objective and challenge taking behaviour.  
[bookmark: _Toc17066479]Main Body
[bookmark: _Toc17066480]1. Reflective reports how I feel first week till last
In the first week, I was a bit overwhelmed because there are many new faces, new people, new environment and new place. It was unfamiliar to me within stay with other people and they were also feeling like me. We people were also introduced with the course instructor and learn about the summary of the course. From this we gained an understanding about the importance of the employability skills which are important for professional development. From this discussion in the first week, we learned about the personal expectations about the university. We also asked few important questions regarding to the discussion and developed the idea between broad subject areas. Day to day, my feeling was changed and every class and every week I learn new things that increase my employability skills and helpful for workplace. Our course instruction had taught us with the help of published literature and theory. Course Instructor was also given exercises to develop our practical knowledge and skills. Instructor made us in small group and assigned few activities to complete with group that helps to develop communication and team working skills. For this initiative we feel together and group interest from the neutral position. For increasing out decision making skills, case scenario for different organization had given to solve the case for trying to develop problem solving skill. Time management skills and other skills were also developed because we had to finish the work within certain time. At the last week, I compared myself and found that I had learnt many things and developed many employability skills from the class to participate the course. 
[bookmark: _Toc17066481]How I learn and what I understood?
I have learned many things and developed skills from attending the course. The knowledge regarding the employability skills at workplace has increase and clearly understood. In-class exercises, my understanding on different matter are increased and depth of the knowledge is also increased. I also learn how to accept mistake as the essential part of the workplace. The understanding about the attitudes and behaviours for being successful is developed. The application of the time management, task management, responsibility, productivity, initiative, critical thinking, share knowledge, problem-solving and decision-making skills and others is developed and clearly understood for betterment of the workplace. This knowledge has helped to my career goal and objective. To complete the course, I also learn and understood the goal and plan setting importance. The class exercise helps to develop the team working knowledge and taught me how cooperatively with others member in the team and the communication skills are also developed from the team working. 
[bookmark: _Toc17066482]2. With skills I have and what I have to prove?
There are many skilled are needed to be recruited to the competitive job market and employer wants the skilled people for the particular post so that the organization can easily gain the objective. There are many skills needed and these skills are challenging enough. I have developed few skills as the employers need essential skill to have competitive advantage for sustaining in the market. From employer point of view, employability skills, experience and knowledge are essential part and key factor of the objective achieving.  From this realization, I have developed few employability skills and there are few skilled and depth level needs to gain to prove myself. The skills that I have are as following- 
· Interpersonal Communication Skill- I have interpersonal communication skill that is the capability to exchange feelings and information with other people. The process of the exchanging would be verbal and nonverbal process that impact on other greatly (Wood, 2015). This skill increases the performance because I can take help from other people easily that will improve the performance. Interpersonal communication skill is the great skill that makes the other people as the team member without existing on the team on the organization. This skills is also fulfilled the expectation of the employer, co-worker, customer and related individuals in the process of the solving problem, decision making, role and responsibility and others. This skill would help me to make good career and personal skill. 
· Negotiation & Persuading- The other skill that I have is to negotiation & persuading that means the power of influencing and convincing others through conversation and persuading. Conflict and bargaining is the common situation that can be overcome through negotiation & persuading to make good relations with co-worker, employer, customer and others. This skill is demandable to the employers from employees and researcher said that the person with the skill of negotiation and persuading has higher possibility to bring good outcome in personal and professional life. 
· Presentation Skill- I have good presentation skill that I gave many time in front of course instructor and fellow mate in class. I am successfully conveying my massage by giving presentation. The audience make clear their knowledge to present the presentation ceremony.  
· Time Management Skills- I have also time management skill that is the essential for personal and professional life in all aspect. In class exercise, I have developed the skill from getting the instruction of the course instructor (Grissom, et al., 2015). For bringing good professional outcome, I have to manage time that makes me enable to finish time at workplace within time. This is also increase the performance of the workplace. For improving the time management skill, I have also followed priority set up, scheduling tasks, multi task giving up and others. 
· Digital Skills- In the modern business world, technological knowledge is helpful for workplace that enhances the performance in workplace. I have digital skills as well as technological knowledge that I developed to take course as my instructor gave exercise and instructed us how developed this knowledge. I have communicated with other staying far away through technology.  This skill makes me different from other who has little bit knowledge about digital skill. Employers want the skilled enable people who can smartly handle the modern technology for ensuring better outcome for the organization. 
· Teamwork- I have also skill of teamwork that I also developed also from class practice. Our course instructor has assigned many tasks that had to finish with other people in the class and helped to develop the sense of the teamwork. I also communicate with the other fellow for group work. The teamwork skill enables me to perform in organization as the part of the team member and most of the organizations have followed group work activities to gain the objective (Hughes and Jones, 2011). The employer wants that employees would enable to do without facing problem that can be possible to have teamwork skill. It is also developed positive employee relation and intimacy with other. I learn teamwork in academic activities. 
· Critical Thinking skills- I have also developed critical thinking skills from the class practice and exercise given by course instructor. Course instruction had given various organization case scenarios to solve the problem by critical thinking. I have solved many case scenarios and developed my decision making skill and critical thinking skill. The employer wants this skill from the employee. This skill makes an employee to challenging situation and reached a correct decision from overcome unforeseen situations. 
· Strong work values- I have strong work value such as I am eager to follow rules, ethics, value, custom of the organization. I have also strong work value like honesty, self-confidence, positive attitude and others that would helpful for increasing my organizational performance to reach organizational objective (Reamer, 2013). This skill makes me maintained the standard process and environment. 
· Personal development skills- I have not stop learning to new skills and eager to learn new thing and developed my knowledge, skills and abilities. In competitive business world, employer wants such type of the employees to the organization who can increase the organisational performance. This skill is changed me day to day from one position to another position. 
[bookmark: _Toc17066483]What I have to prove?
I have to prove myself as the skilled employees to employer so that all employers recruited me to their organization. The employability skills make me selected in the competitive recruitment process of the different organization. I have to improve myself to identify the existing skills, opportunity to develop, weakness of mine and threaten to me. To prove myself, I have to analysis the SWOT that would be effective for me to explore the present condition of mine regarding to employability skills (Helms and Nixon, 2010). I have to prove myself that I am skilled and by analysing the strength, weakness, opportunity and threat, I have to make personal action plan to prove myself. 
[bookmark: _Toc496980275][bookmark: _Toc17066484]SWOT Analysis:
	Strength:
· Interpersonal skill
· Negotiation & Persuading Skill
· Teamwork Skill
· Digital Skill
· Presentation Skill
	Weakness:
· Time management skill in timely 
· Critical thinking skills in different situation. 
· Decision making. 
· Introvert characteristics.

	Opportunities:
· Employer support and organizational support. 
· Training program and Workshop for increasing skills.  
· Motivation for new milestone achievement and skill development. 
· Different source of learning such as book, article, internet and others. 
	Threats:
· Shortage of the vacancy. 
· Work under huge pressure. 
· Shortage of Technical expertise for learning new things. 



[bookmark: _Toc496980276][bookmark: _Toc17066485]Personal Action Plan to prove myself:
	Area to be Improved
	Action Plan

	Time management skill
	· Have to manage time before dead line
· Finish work by making daily routine. 
· Manage schedule and finish it in time.  

	Critical thinking skills
	· Have to notice senior member who have the skills
· Make correction to negotiate with them.

	Decision making
	· Give decision considering after effect. 
· Take decision by taking suggestion from senior member. 

	Introvert characteristics
	· Have to talk more with other for increasing skills
· Avoid fear of other thinking. 

	Communication Skills
	· Frequently talk and connect with friend and others. 
· Converse with other to get opportunity. 
· Achieve different language skills. 

	Negotiation and  Persuading
	· Negotiate with other about various issues. 
· Ensure respect to other in negotiation. 
· Talk to the point. 

	Personal  Development Skills
	· Make a weekly plan for achieving new development skills. 
· Participate with various professional course and degree. 

	IT Skills
	· Conscious about new technology, new invention and job related digital skills. 
· Apply to the knowledge practically.

	Teamwork
	· Working in the group in course class. 
· Make strong communication with course instructor and other members. 
· Take help to course instructor and fellow men in case of difficulties. 


[bookmark: _Toc17066486]Conclusion and Recommendations
In concluding remark, I can understand that I have to take responsibility according to my own learning regarding to employability skills and it has no particular standard value for the employer. I have gained confidence regarding to employability skills to be a good and effective employees in any organization. There are many skills that I mention above achieved and there are also few skills that I have to develop to prove myself. My different skills are essential for different job fields. I have to also up to date with the current trend of the business world that is called the personal development skills. To serve any organization, I have to understand the nature of the organization and emphasis on the skills. The SWOT analysis and action plan for me about employability skill is clear the understanding of the reader that it should gather to be employed. Employer wants employability skills so that I have to achieve employability skills and prove myself to the organization. 
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In-class exercise 2: Summarising

Student Name: Al kA omdne G Soudilc Student ID: 1818 F4+
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned

to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1
Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want

value for money but dmrwﬁ___r;t‘tc/f_m_p/ro’m’lsg,mxw This case study will demonstrate how -
~—Aldiusesa lean approach to its business operations to offer its customers quality products at

competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy

without reducing the quality of its products. In fact, in some cases Aldi" products are 30% cheaper

than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency. 3 - )

For Aldi operating efficiently involves reducing co: s of the business. Some of the ke;
areas where Aldi is able to minimise costs are by saving time, space, effort and energy Aldi’s
approach to doing this is to run its business around the prlnC|pIes of lean thmklng Whe other
food retailers have elaborate displays, additional services and promotlons that draw custamer,s into
the business, Aldi’s core purpose is to ‘provide value and quahty to our customers by belng fair and

effi c1ent in aII we do’. The pr|nc1p|es of lean productlon are planned and. bullt into everythlng that
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