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[bookmark: _Toc509984139]Introduction 
The purpose of this report is to produce a reflective work on how the module has helped me to develop both of my academic and employability skills. This course has helped me a lot to upgrade my skills. The skills of decision-making, team work, written and verbal communication, problem solving ability, planning and organizing, time management, self management, self awareness, willingness to learn, and punctuality. 
I have learned and improved many important employability skills, which I would be sharing here in my report.
[bookmark: _Toc509984140]Skills I have improved on Decision Making.
A working professional goes through a lot but the most important one is taking the correct decision, which will be beneficial for the business. I used to be very confused when I had to choose between two options when both of them seem fruitful. After taking up this course, I have learned that it is not always about choosing the right one; it is about choosing the suitable one. What may seem like right solution might not be appropriate for that particular situation. My decision has to be effective to overcome that particular situation. My decision making power determines my future success as a working professional. (Cottrell, 2015)
[bookmark: _Toc509984141]On Team Work
An business has different people having different mind, for greater good all those minds need to work as one. If I am a team player, and my team looks up to me for any solution or they support my lookout then I shall be successful in all my future undertakings. Working as a team generates positive vibes and excellent ideas which in turn helps to complete the given work before deadline. I have learned from my course that, ‘united we stand, divided we fall’. I would listen to my teammates and also support them in their findings so that we can deliver the best possible result. (Lim et al, 2016)

[bookmark: _Toc509984142]On Written & Verbal Communication
My verbal and written communication skills were really poor, but this course and the teacher has helped me to overcome that, by making things clear, the teacher’s technic of teaching us was the most clear and best way. I can now speak fluent English and also write effortlessly. I have learned that there are different style of writing and sending an email, such as informal, semi-neutral, and formal and how to write a CV and cover letter, as most of the job seekers are having poor verbal and written communication skills, I would refer this course to all those people to discover their best side to make them comprehensible to others. Stronger the communication skills, clearer will my thoughts become to my co-workers. In long run my verbal and written communication skills will help me find better job opportunities, as this skill would be useful right from the interview to my future presentations. (Drew, 2018)
[bookmark: _Toc509984143]On Problem Solving Ability
This course has helped me dealing with business problems by being optimistic. A positive outlook towards any problem can minimize the stress level making it simpler. I have learned that I need to calmly think about what the situation demands before choosing between Plan A and plan B. If necessary I need to implement plan C as well to provide best solution to every problem I face. This course has taught me that there can be so many solutions to a single problem, but we need to decide that which one is best suitable. (Messer, 2018)
[bookmark: _Toc509984144]Planning and Organizing
Being a successful working professional requires great planning and organizing skills. Firstly one needs to plan the steps, then organize it in proper way and then execute it. With proper planning and timely execution any working professional can become successful. The way I plan something, organize what is needful and execute it, determines my efficiency as an individual. My primary concern is seeing my clients being benefitted from my plans and this course has made me capable enough to make sure I am doing justice to the requirements of my clients. (Wolff and Boot, 2017)

[bookmark: _Toc509984145]Time Management
The goal is to work smart, not to work hard. A good time management ensures that all my pending works are done within the given time. The target based jobs requires submitting findings and final report before the deadline, so this field needs the most care when it comes to proper time management. I used to work in a slow manner and also without any proper plan; despite of giving a good 8-9 hours I was unable to finish my work on time. Then I opted for this course and I learnt that time management is the key. I learnt to divide my time according to my work pressure to meet deadlines on time. Once I join an organisation I shall divide my working time according to my schedule and workload to make sure I use my time smartly. Time is the most important element for an employee and the way an individual manages it determines their future performance as a working professional. (De Fruyt et al, 2015)
[bookmark: _Toc509984146]Self Management
In the workplace we all look forward to become as much productive as we can. In this process we forget to soothe our mind, hence becoming restless and affecting our work. Self Management comprises of stress resistance, problem solving, time handling, communication, memory, self-confidence, persistence, resilience, patience, perceptiveness, emotional regulation and more. I have mastered all these during the course and I can tell all these attributes will be highly beneficial for me when I shall be presenting myself as a prospective candidate for my desired post. Proper self management ensures perfection at workplace as it will help me to deliver my best. Self management is also helpful to calm my restless mind and focus on my target. In short, self management draws out the negativity from my mind and fills it with motivation and positive thoughts. With good understanding of self management there will be lesser procrastination and more productivity. (Cook and Harrold, 2017)
[bookmark: _Toc509984147]Skills I need to improve on Self Awareness
To find our strength and weakness we must rediscover ourselves through the eyes of our employer. I thought I am suitable for any kind of job, but this course has made me understand that every individual has some skills, one cannot acquire all the skills altogether. Everyone has one or more drawback but with proper care and repeated self criticism we can overcome it. This course has helped me to find my weak areas and assess the solutions to overcome it. Analyzing the problem and then taking accurate action against it can ensure positive outcomes. With the help of this course I have found my drawbacks and I am working on it to make sure it does not affect my efficiency at my future workplace. (Wilson and Ortiz, 2017)
[bookmark: _Toc509984148]Willingness to learn 
Learning is the most important process towards self improvement. With constant learning immense knowledge can be acquired regarding the work one is dealing with. This course has opened new horizons of knowledge and ideas to me fuelling my willingness to learn more. I have learnt about four types of learning skills from this course.
· Visual (spatial)
· Aural (auditory-musical)
· Verbal (linguistic)
· Physical (kinesthetic)
I strive to learn each day more to become successful and also gain knowledge about the work I shall be dealing with in future. I am allowing myself to grow from what I am learning and making myself open to new upcoming experience. Be it success or failure, I am going to learn from it and grow as a working professional. (Moss, 2017)
[bookmark: _Toc509984149]Punctuality
One of the important attributes of a successful working professional is the punctuality of that individual. I have learnt about effectiveness of punctuality and discipline while handling vast amount of workload in an organisation. A person who values other’s time is seen as a responsible individual. When I am arriving on time for a meeting or an interview I am making my employers realize that I am a responsible person and shall not be wasting their time if employed. My goal is to become an irreplaceable asset for my organisation. Each second is valuable and I want to make the most of it. I shall be doing what is beneficial for my organisation by devoting my time thoroughly. After completing this course I can finally say that I am a punctual person now. This course has taught me to value each second and utilizes it for self betterment. (White, 2016)
[bookmark: _Toc509984150]Skills I need to improve on Leadership Quality
A leader is not the one who enjoys the result while others work. A leader is someone who leads others and makes them understand how to overcome a negative situation by smart decisions and timely actions. I never wanted to come into limelight, rather preferred to stay behind others and keep doing my work silently. I need to overcome my shyness and be smart enough to voice up and discuss my ideas. If I do not discuss what is going on my mind, I would not get a better solution. A leader should be able to understand what others are trying to say instead of imposing ideas on them. It is a leader’s responsibility to motivate the assistants, fill their mind with positivity, appreciate their efforts and communicate with them whenever needed. A proper communication can reduce chances of internal conflict in the business. The success on an business greatly depends upon the efficiency of a leader. (Jackson, 2015)
[bookmark: _Toc509984151]Flexibility
In an organization, bulk work can come up at any moment when employees are required to work overtime to meet their deadline. In this scenario if an employee lacks flexibility, then that individual would not be considered as an asset of the company. Flexibility is one of the most important attributes of a successful working professional. Flexible employees are more productive and they are also able to maintain a work-life balance at ease. Employers with more flexible employees at their organization are prone to experience an upgraded efficiency of their business. Flexible employees can quickly adapt to the changing circumstances and work pressure. This course has taught me that being flexible can increase my productivity and also help me to balance my personal and professional life. (De Fruyt et al, 2015)


[bookmark: _Toc509984152]Conclusion 
I have become more relaxed, more confident and more determined after completion of the course. I have learnt ways to deal with organisational problems, which will be beneficial for me in long run. I am well equipped with some brilliant employment skills now. The content of this course is surely going to benefit those who are looking forward to enter the job market. If an individual is doing this course the credibility of that individual will increase ten times than before among the recruiters.
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