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Assignment: 2 
1. Introduction 
The skill development approach needs to be well developed in an employment and academic context that can easily pace in this competitive world. Additionally, this report includes four important employability skills in this current situation such as time management skills, note-taking skills, communication skills, and team-working skills effectively. Kolb's reflective cycle helps in a self-reflecting approach in this learning, and it would help me in identifying my weaknesses from these skills effectively. Lastly, a personal development plan has been attached to this report in order to improve those employability skills significantly.
2. Evaluation of employability skills 
Every learning process considers the development of employability skills in daily life effectively. The employability skills under educational consult include time management skills, note-taking skills, team working skills, listening skills, communication skills and many more as the essential one in order to be more professional towards different working sectors across the world effectively (Uzir et al., 2019).
2.1 Evaluation of time management skills
Time management skill is necessarily needed in both academic and employability contexts effectively (Wallace, 2019). Time management skills are enriched with the most efficiency in different goal achievements. It also helps me in developing my multitasking skills efficiently. Firstly, the development of time management skills needs more goal orientation according to the time limit and workability within the perfect time limit indicates improved time management skills as well (Wallace, 2019). Goal setting in professional life as well as an effective visualisation in differentiation between personal and professional space is built through proper time management skills. It also decreases stress from daily life effectively.
2.2 Evaluation of Team working skill
Team working skills are the most essential skills in employment and academic skill development as well. It allows an easier reach of selected goals that will represent higher productivity in the workplace. Moreover, effective team working skill increases goal orientation as well as goal achievement in a much earlier and easier way within the workplace (Dunkel and Lim, 2020). It is observed that most of the largest business organisations such as Sainsbury plc, Tesco, Tesla and many more are supposed to perform effective team working in their operational strategies in order to increase productivity as well as business growth earlier. Most of the universities in the UK including UWTSD University prefer several group assignments to improve students' team working abilities (Dunkel and Lim, 2020). It is observed that the universities are now offering group assignments at a higher level due to the effective online classes.
2.3 Evaluation of Communication skill
Communication skill is termed as the most necessary element in academic learning and professional development through which one can successfully interact with other persons in different situational contexts (Hensley et al., 2018). It is a very strong threat to improve communication skills individually, but it becomes easier when team working enhances communication skill development effectively. Listening skills need to be developed in order to improve communication skills as well (Chandler, 2017). A good listener can easily develop their communication skill by only listening to different lectures of leaders effectively. Additionally, it is observed that effective communication within the workplace decreases communication gaps among employees and develops their interrelationships with each other which can improve their communication skills more (Hensley et al., 2018).
2.4 Evaluation of Note-taking skill
Note-taking mainly involves the engagement of several learning skills in university education as well as skill development programs (Ardeljan, 2021). It allows inappropriate note taking along with engagement of complete skills. The taken notes allow me to engage in self-reflection after the virtual class that will improve all the doubts in the corresponding topic as well (Chandler, 2017). Thus, note-taking builds a person more efficiently to employability skills by applying them in daily learning approaches effectively (Ardeljan, 2021).
2.5 PDP Plan 

	Skills
	Actions 
	Future implementation 

	Communication skill
	I have started to listen to several popular leaders more than talk at the same time. Additionally, I have started a season with my classmates and educators as well where each one of us talks about our problems from our skill development program. Moreover, I am using the Slack application for the next three months in order to develop my communication skills. 
	It will help in my future professional development myself effectively.

	Time management skill 
	I have started to spend more time developing my goal orientation and researching through which I can reflect on my skills more easily and promptly. Additionally, I have started to talk with each of my teammates personally and am applying a 4D tool to improve my time management skill within the next 6 months. 
	It will help me work within a specific time limit in academic life and professional life. 


Table 2: Personal development plan 
(Source: Author)
3. Kolb’s reflective model  
Kolb's reflective approach is used in my individual experiences throughout this learning programme called experiential learning. It has effectively assisted me in identifying critical talents for major development.
Concentrate experience: The concentrated experience phase of Kolb's cycle enables one to feel any scenario directly and deliberately to reflect on it methodically during this learning process (McLeod, 2017). It aids in the successful acquisition of time management skills, employability skills, and prompt note-taking procedures. In addition, new strategies are accepted by me, and I can develop my present talents through this step of the learning programme in many unique scenarios.
Reflective observation: At this point, I have determined that writing down my prior concentrated experiences descriptively aids in more profoundly contemplating on any circumstance. My ability to take notes has increased as a result of my written experiences, as it now contains my reflecting observations, thoughts, and feelings in a more concise manner in any given scenario. As per Kurt, (2021), this phase of Kolb's cycle allows me to inquire about acceptable and ideal talents in various scenarios, as well as the likelihood of certain skills failing in the same setting. At this point, I have determined that writing down my prior concentrated experiences descriptively aids in more profoundly contemplating on any circumstance. My ability to take notes has increased because of my written experiences, as it now contains my reflecting observations, thoughts, and feelings in a more concise manner in any given scenario. This phase of Kolb's cycle allows me to inquire about acceptable and ideal talents in various scenarios, as well as the likelihood of certain skills failing in the same setting.
Abstract conceptualisation: I have started learning my reflecting observations of diverse skills, such as note-taking, time management, and employability skill, and communication skill more effectively to separate them from others and to accomplish better skills, according to Kolb's reflective model's abstract conceptualisation stage. Furthermore, the improvement plan is derived first from the inspiration gleaned from contemplative observation as an abstract notion of the related condition. After determining, I had poor time management and employability skills (McLeod, 2017). I have begun my skill reflection on how to use various plans to deal with various powerful scenario circumstances. Furthermore, at this stage, methods for planning and developing enhanced skill management are developed.
Active experimentation: In this active experimenting period of everyday life, I have utilised all my acquired and learned talents. Own introspection in many situational circumstances is found to be undertaken here, and the ideas improve significantly throughout this stage of practice. As a result, I have effectively prepared and created new as well as old techniques in order to make the right judgments promptly by taking better notes. 
[image: ]
Figure: Kolb reflective model
(Source: Kurt, 2021)
4. Conclusion 
There are a few skills that a student develops in school that are useful in the profession. Employability skills are a term used to describe these qualities. A person's ability to recognise and improve his or her strengths is crucial. A PDP plan spells out the measures that must be taken to enhance such skills.
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Slide 1: Introduction
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A person must master a number of fundamental talents in order to excel in both personal and professional endeavours. Time management is however one talent that companies in the professional sphere strongly value. Donna will be the subject of a case study in which she will describe her time management issues.
Slide 2: Defining Time management
[image: ]
Time management is described as a person's capacity to properly manage and utilise time in order to increase productivity. It entails planning as well as organising certain tasks in order to make the most of available time (Adams and Blair 2019). For students to improve their performance as well as reliability, they must be able to manage their time effectively.
Slide 3: Problems in Donna’s time management
[image: ]
Donna's time management abilities are very lacking. Donna isn't especially cognizant of her time management abilities. She frequently fails to recognise the importance of any activity and to prioritise critical activities properly (Mackolil, and Mackolil, 2020). Donna was given a duty by the accredited university where she studies, according to the case study. Donna missed the deadline for the assignment she had been assigned. Donna's inability to appreciate the task's importance was the cause of this.
Slide 4: Application of 4D strategy to help Donna in time management
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These 4Ds can help Donna prioritise her key duties. Do refers to a time-sensitive work that must be completed efficiently. In Donna's instance, the job assigned by her institute is critical and must be addressed. Donna can postpone her softball practise or shorten her practise time and use that time to complete the task (Bolshakova et al.  2019).. Donna will have to assign house visits to her aunt and uncle. Donna needs to cancel a party as well as a trip planned by her classmates and partner.
Slide 5: Conclusion
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Efficient time management is essential for an individual since it aids in the clarification of objectives and prioritisation of objectives. Furthermore, it allows a person to reduce stress and job load. The 4Ds may be utilised to successfully manage time.
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Do: Donna has to
concentrate on her
assignments and get
ready to finish it

Defer: Donna must
have cut down on her
softball practise time
and celebrated her
victory after finishing
the task.

Delegate: Donna will
have to delegate her
aunt as well as uncle's
house visiting.

Delete: Donna is
compelled to cancel
her buddies' as well
as boyfriend's event
and trip (Bolshakova
etal. 2019).
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* Among the most important employability
skills is time management.

*Donna's time management case study will
be discussed throughout the session.
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Donna has no idea how to manage
her time.

She had neglected to prioritise her
chores and had forgotten to set a
timetable for them.

Donna has been unable to
prioritise her responsibilities.
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* Students must develop time
management skills in order to
increase their performance at
work (Adams and Blair 2019).

« Time management is also the
practise of planning as well as
organising how a person
spends their time efficiently
across various pursuits.
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Time management allows a person
to define his or her objectives.

It also aids in the reduction of
tension and strain.

The four dimensions of time
management can be utilised to
improve time management abilities.




